How to make a Table of Contents

	1. 
	Start New Document, Save

	2. 
	In the Menu Bar, click File

	3. 
	Click Page Set-up

	4. 
	Click the Margins tab

	5. 
	Change top, left, and right margins to 2”

	6. 
	Click OK

	
	

	7. 
	Change font size to 14

	8. 
	Set double-spacing by holding down the Control Key and pressing the number 2 from the top row, then let both keys go

	9. 
	In the ruler (if you don’t see the ruler, go to the Menu Bar, click View, put a checkmark by ruler), double click ¼” from the right margin near the bottom edge

	10. 
	Click “Right” alignment

	11. 
	Under Leader, click #2 - the one with dots

	12. 
	Click OK

	
	

	13. 
	Type “Table of Contents” 

	14. 
	Press the Enter key twice

	15. 
	Type “Topic”, press the Tab Key once, type “Page”, press the Enter key twice

	16. 
	Type your first item, press the Tab Key once, type the page number, press the Enter key

	17. 
	Type your second item, press the Tab Key once, type the page number, press the Enter key

	18. 
	Keep doing the same for each item 

	19. 
	Center align the first line (Table of Contents)
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