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Adding a Table of Contents

For current guidance from the University of Minnesota Graduate School, see Graduate School Dissertation and Thesis
Guidelines (PDF).

About table of contents

x

It's required!
e According to the Graduate School Dissertation and Thesis Guidelines, you need to have one

Save time
e Table of contents can be quickly refreshed to match changing headers

WSS Uses fields

H I

- _0 e Table of contents are inserted as fields, which means they automatically pull content from the
rest of your document.


https://docs.google.com/document/d/15YswaGRy49bMe1gEC8t-bG-nVfKDT25oGkgaCOflYPI/edit#
https://docs.google.com/document/d/146aocpq0tHxtX0mXpe3i-rHjjuyiyAMNdYEKV8IX4pI/edit#
http://z.umn.edu/dissertationsinword
https://assets.asr.umn.edu/files/gssp/Thesis_formatting_guidelines.pdf
https://assets.asr.umn.edu/files/gssp/Thesis_formatting_guidelines.pdf
https://assets.asr.umn.edu/files/gssp/Thesis_formatting_guidelines.pdf

Your turn: Add a table of contents

In this tutorial you will add a

table of contents to a Table of contents

document.

You are welcome to use Table of Contents
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Step 1: Place cursor
where you want to
insert a table of
contents

Our document has a
placeholder for a table of
contents.

Step 2: In the
References tab, select
the Table of Contents
menu item

Step 3: Select a table
style from the
pull-down menu (this is
the final step)

Mac users: choose
“Classic”

Windows users: choose
“Automatic Table 2”
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https://drive.google.com/file/d/19gu4wOE9IuCcXr0qZjid7zuAK2dOQqrA/view

Done!
You inserted a table of
contents.

Note: our document had
sample front-matter
placeholder pages. Since a
few of these are optional
and we may not need them,
we can remove those
pages later.

When a document changes,
table of contents will need
to be updated. Select the
table of contents and
choose “Update Table.”
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Contents ¥

Remove Table of Contents
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When prompted, choose to
update the entire table.

Select one of the following options:

Update page numbers only
o Update entire table

Table of contents

Table of Contents
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Learn more

e |[nsert a table of contents from Microsoft
e Format or customize a table of contents from Microsoft
e Update a table of contents from Microsoft
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https://support.office.com/en-us/article/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.office.com/en-us/article/format-or-customize-a-table-of-contents-9d85eb9c-0b55-4795-8abb-a49885b3a58d
https://support.office.com/en-us/article/Update-a-table-of-contents-6c727329-d8fd-44fe-83b7-fa7fe3d8ac7a
https://docs.google.com/document/d/15YswaGRy49bMe1gEC8t-bG-nVfKDT25oGkgaCOflYPI/edit#
https://docs.google.com/document/d/146aocpq0tHxtX0mXpe3i-rHjjuyiyAMNdYEKV8IX4pI/edit#
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