Table of Contents (for Word 2003)

· In order to create the table of contents (or TOC): Insert ( Reference ( Index and Tables

· Heading Styles (named Heading 1, Heading 2 etc.) determine how text will look in the body of the thesis while TOC Styles (named TOC Level 1, TOC Level 2 etc.) determine how the same text will appear in the TOC.

· Heading 1 will map to the top level in the TOC, that is, TOC Level 1. For instance, it can be the name of a chapter in the thesis or some other major heading (like REFERENCES). While Heading 1 will decide how this chapter name appears in the body of the thesis, TOC Level 1 will determine how it is looks in the TOC. 

· Heading 2 will map to the first division within a particular top level of the TOC, that is, TOC Level 2. For instance, using the example above, it will correspond to the style used for the name of a sub-chapter, Heading 2 determining its style in the thesis and TOC Level 2 determining its style in the TOC. Heading 4, 5, 6 etc. will map to further divisions within the TOC, each nested inside the former. This can be understood with the help of a list.

· TOC Level 1 (Heading 1) ( Chapter 1

· TOC Level 2 (Heading 2) ( Sub-chapter 1

· TOC Level 2 (Heading 2) ( Sub-chapter 2

· TOC Level 1 (Heading 1) ( Chapter 2

· TOC Level 2 (Heading 2) ( Sub-chapter 1

· TOC Level 3 (Heading 3) ( Sub-sub-chapter 1

· TOC Level 1 (Heading 1) ( Chapter 3

· In order to view heading styles: Format ( Styles and Formatting

· In order to modify or format a heading style: Format ( Styles and Formatting ( Right click on the heading style you need to format and then change accordingly.

· In the table of contents, the headings (chapter names, sub-chapter names etc.) will appear as they are in the text. So if you want the chapter ‘Introduction’ to appear as ‘1. (Introduction)’ in the TOC, then make sure that in the text the chapter appears as ‘1. (Introduction)’.

· One can also modify TOC Styles. These styles (TOC Level 1, TOC Level 2 etc.), as mentioned above, determine how a particular heading will appear in the TOC. In order to do this: Insert ( Reference ( Index and Tables ( Click on the ‘Options tab’ ( Modify TOC Level 1 or TOC Level 2 or so on and so forth in the desired fashion. 

· In order to make the items in the final TOC look like Janani’s thesis, first make sure you have the final draft of the thesis. When everything else is in place, update the table to reflect the current page numbers and headings. Once this is done, go to each of the individual items (Chapters, sub-chapters, chapter number, sub-chapter numbers etc.) and change their appearance to what you want them to be. If you update the table again, all this formatting will be lost. So do this only when you have the final draft of the thesis.

· In a thesis, the first few pages (hereby known as front pages) have roman numerals for page numbers while the body of the uses Arabic numerals. How do we do this? 

· Each section of the document can have page numbers in a different style. So the trick is to keep the front pages in one section and the rest of the thesis in another section. Now we can number front pages using roman numerals, insert a section break, and then number the rest of the thesis using Arabic numerals.

· One can also have two or three initial pages (containing the front cover, the dedication, the thesis certificate etc.) in a different section that does not have any page numbers displayed at all. Hence, remember, each section can have a different page number style. New sections can be inserted using the Insert ( Break ( Section Breaks option.

· The page numbers can be formatted thus: Insert ( Page Numbers ( Format

· In order to number a new or old section using a different style: Insert ( Page Numbers ( Format ( Change values of ‘Number Format’ and ‘Start’ At according to your needs
