How To: Create a Clickable Table of Contents (TOC)

Creating Clickable Table of Content for Word (PC)

1. First page should be a blank page to insert Table of Content
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2. Highlight 1%t section heading (should be consistent with Section 1, Section 2, etc.)
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3. Under Styles at the top (when you are on the Home window in Word), click on Heading 1 (do this for
each section heading. If subheadings, click on Heading 2 for the subheading, though should restrict
to only one subheading to make it easier)
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Then click the arrow under "Styles" to see more
Mak"e o ke options (you can also use (Alt+Ctrl+Shift+S) on
the "Home" tab the keyboard to access this)
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4. After all sections have been designated with a Heading style, Go back up to first (blank) page
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[ on the dacument so that the table will appear on this page
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6. Click on Table of Content (on the far left) and select the Automatic Table 2 selection
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7. You should now be able to click on the individual TOC sections (Ctrl+click)
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8. To see the navigational window pane on the left, click on View and then click on Navigational Pane —
you can then click on items in the Navigational Pane to move through the document

File Home Insert Design Llayout References Mailings Review Help  EndNote X9 4 Share (1 Comments

E L—|En = outline n D‘| IE' [] Ruler [El One page +j E E DY View Side by Side % L?! o]
- i El oratt <) | [ Gridliges Multiple Pages 5 G =i —~
Read Print  Web Focus Immersive | Vertical Side New Arange Split Switch Macros | Properties
Mode Layout Layout Reader to Side Window Al o Windaws~ |~
window Macros | sharepoint E

Views Immersive Page Movement

Naviga ion v X

To change to "Navigation” view, go to the
“View" tab, then check the "Navigation

il Pane" box
Headings  Pages Results ] B~ [l update Table_.
4 Section 1 Table of Contents
Subheader Section 1 2
ection 2 This will open “\T r;:wigmun )
menu, which will allow you to
Secti 3 .

o easily explore the document section 2 2
£ using the Table of Contents Section 3 2
Section 5

Section 4 2
Section 5 2




Creating Clickable Table of Content for Word (MAC)

First page should be a blank page to insert Table of Contents
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Highlight 1% section heading (should be consistent with Section 1, Section 2, etc.)
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Under Styles at the top, click on Heading 1 (do this for each section heading. If subheadings, click on
Heading 2 for subheading, though should restrict to only one subheading to make it easier)
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After all sections have been designated with a Heading style, Go back up to first (blank) page
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Click on REFERENCES at the top, then select Table of Contents
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Click on Classic on the left and then select OK
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You should now be able to click on each section in the TOC in the first page to take you to the individual
sections. You may have to use (Command+click) on the table first to enable this.
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document, click on each section with the mouse. Once clickable, the mouse
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To see the navigational window on the left, click on View then Show/Hide then Navigation Panes and
then click on Show Navigation Pane. This will allow you to click to individual sections.
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You can keep as a Word doc or Save as PDF
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