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Screenshot in MS Word 2010:
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Heading 1

A table of contents, or TOC, is a list of topics in a document. Generally, it includes each topic's page number (in a document) or a link to the section that the topic is in (on the Web). You can use a TOC to give readers an overview of your topics or to help them find the starting page or section for your topics.

In Word, you have many different options for creating a TOC. You choose where to put the TOC in your document or Web page, what the content and formatting of each entry will be, and whether to include page numbers. For example, a teacher might want to include a table of contents in a class syllabus or training documents so that students have an outline of the class and know where to find a particular topic. Students may need to include a TOC in a research paper. Or, a class may have a Web site for sharing information and tracking homework assignments, and they may want to add a TOC to the home page to make finding things easier.

A TOC in a document is made up of a list of topics or headings, tab leader characters (solid, dotted, or dashed lines that fill the space used by the tab character), and page numbers. The last two items are optional. On a Web page, hyperlinks replace the page numbers.

Heading 2
When you insert or update a TOC, Word looks through the document for all the text you marked. It lists the marked text in order, determines the TOC level for the text, and determines the page number that each item is on. There are several ways of marking text that you want to include in the TOC. You can use Word's built-in heading styles (Heading 1, Heading 2, and so on), outline-level formatting, your own custom styles, TC fields, or a combination of these. Let's explore each of these options for marking text.
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A heading style is a combination of formatting options (like font type, size, and color) applied to a heading in your document. Word has nine different built-in heading styles, Heading 1 through Heading 9.

To see the style of your text, highlight some text in your document and then look at the Style box , located on the Formatting toolbar. If you use one of Word's nine built-in heading styles to format the headings you want to include in your TOC, you can choose the TOC level for each of the heading styles in the Table of Contents Options dialog box to include them in your TOC.
Heading 3.1

Heading 3.1.1

Heading 3.2

