Table of Contents
Windows 2007 Instructions:
Before you begin this nine week project you will need to become familiar with the grading rubric. This is how you will be graded on each project completed in class. This first project is to create a Table of Contents Page that will list all the activities you will be doing this 9 weeks.
To start your Table of Contents open Microsoft Word (Programs > All Programs > Microsoft Office > Word 2007. 

Click the Office button in the top left corner of the document window [image: image1.png]


and select new from the drop down menu. Select new blank document:
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Click the Office button again [image: image3.png]


and select Save As from the drop down menu and name your file Table of Contents. See the information below on how you want to save your document. 
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You will include of title at the top of your page "Table of Contents" that is created using WordArt. First place your cursor in the middle of the screen by clicking the center alignment button on the Home tab. 
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Next click your Insert tab and locate the WordArt button and click on it to view the options you have. Select one then type Table of Contents. 
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This brings up the WordArt dialog box where you type the text and tell it what size to make it.
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Click OK to set the WordArt on the Page.
Hit enter on the keyboard to place your cursor on the line below your title. Click the left align [image: image8.png]


button on the Home tab to place your cursor to the left side of the document. Now we need to add bullets to your pages that will display your list of work. On the Home tab click the Bullet drop down arrow and select one of the bullets listed or select Define New Bullet to find a bullet in the form of a symbol, picture, or font. 
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Make sure you make sure left aligned is selected. 
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Type out your table of contents list shown below:
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To indent the Answered and Unanswered bullet first place your cursor on the line you want to increase the indent then click the increase indent button in the paragraph section on the Home tab:
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Using the same steps listed above give the increase indent a unique bullet.
Click at the bottom of the page and follow the steps above to add a WordArt object "By Your Name." Make sure it is centered aligned.
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Save file and make sure you look over it with your rubric. Submit your work for grading. 
