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Use a Table of Contents & Bookmarks  
to Keep Students Organized  

 
Start a new Document and write out the instructions for an assignment. 

 
 
 
 
 

 
 
Step 1: Create Sub-headings 
1. Create a sub-heading for each the part of the report that needs to be completed. 
 
For the example assignment above, you might use the following as headings: 

●​ Population Density 
●​ Land Uses 
●​ Land Use Conflict 
●​ Site 
●​ Quality of Life 
●​ Economic System 
●​ Economic Sectors 
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●​ Population Over Time 
●​ My Decision 

 
 
2. Put your cursor at the front of the each section header and insert a page break to 
place each sub-heading on its own page. 

 
 
3. Select (highlight) each section header and change it from Normal text to Heading 1. 
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Step 2: Create a Table of Contents 
 
1. Return to the very top of your document but below the instructions for the 
assignment. 
 

 
2. Go to the insert drop down menu and scroll right to the bottom.  

●​ Select Table of Contents. 
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3. A list of all the headers will appear. 

 
 
4. If you click on each sub-title in the list, it will take you directly to that page in the 
document. 
 

 
5. If you ever change a header, delete one or add a new, make sure its style is Heading 
1. 

●​ Click anywhere in your Table of Contents and click the refresh icon. 
●​ The Table of Contents will reflect the changes immediately. 
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Step 3: Create A Bookmark 
 
1. Write the title “Table of Contents” right above the list. 

●​ Select it and ensure that its style is still Normal text.  
●​ It should not be Heading 1. 

 
2. Put your cursor right in front of the word “Table” and in the Insert drop down menu, 
select Bookmark. 

 
3. You will see a blue bookmark appear right before the word “Table”. 
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4. Go back down to one of your sub-headings.  
●​ You can even use the Table of Contents to get you to that place in the 

document! 

 
5. Under the first heading, type something like “Return to Table of Contents”. 

●​ Select it and click on the insert link icon. 

 
6. Select Bookmark → Table of Contents → Apply. 

●​ This will hyperlink the phrase “Return to Table of Contents” back to the Table of 
Contents for quick movement within the doc. 
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7. Copy and paste that new link under each heading and your students will be able to 
jump around their document with ease. 
 

 
 

 
 
 
 
 
That’s it!  You made it! 

 
Find me at +kimpollishuke and @kimpollishuke with questions.  
 
I hope you find it helpful! 
 


