NAME _________________




DATE _________________


The second page of the project report will be the Table of Contents.  The computer will create the Table of Contents automatically.  The only thing you have to do is to correctly format the information that will be included in the Table of Contents.  This is done by adding side headings.
Refer to the reference page at the beginning of the textbook (page R1 – UNBOUND REPORT, PAGE 1 and TABLE OF CONTENTS).
The assignment for today is to insert at least 10 side headings into the report.  These side heading will be used to create the Table of Contents (page 152).

Remember the computer will use the side headings to create the Table of Contents.
SCORING GUIDELINES

A. _____/5 points

You included at least ten side headings in your report
B. _____/5 points

All side heading are double spaced (along with the entire report)
C. _____/5 points

All side heading are aligned with the left margin
D. _____/5 points

All side heading are typed using capital letters
E. _____/5 points

All side headings are typed using bold format
F. _____/5 points

All side headings are typed using heading 1 format
G. _____/5 points

Space once (with double spacing) after each side heading
H. _____/5 points

Space once (with double spacing) before each side heading 

I. _____/5 points

All side headings are correctly inserted into a Table of Content 
J. _____/5 points

You pressed ENTER 6 times before the Table of Content title
First, correctly format at least ten side headings into your project report.  Be sure all side headings are formatted to heading 1.  Then select INSERT from the top menu bar.  Next, select REFERENCE from the pop-up menu.  Then select INDEX AND TABLES from the pop-up menu.  Afterwards, select the TABLE OF CONTENT tab.  The final step should be simply to click OK if your computer is set correctly.
TOTAL SCORE ~ _____ / 50 POINTS 

