Microsoft Office: Outline format

1.  Open a new document in Word.

2. Click on View on the menu bar and scroll down and click on Outline format
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3. Next to the first – mark, write a heading to serve as your first heading.
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4. Press Enter to go to the next line and press the Tab button to make a sub heading for the first heading you created.  Instead of pressing tab, you can also use the arrow keys on the menu bar.  Or, you can click on the arrow next to the level box, and scroll down and click on which level you want to use.  (As you keep pressing tab, you keep advancing to the next heading. (So if you press tab once, you will be at heading 2, if you press tab again, you will be at heading 3.) 
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5. After you have pressed tab once, hit Enter, and then go to the heading box and scroll down and click on normal.
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6.  Here you write the text for your paper.
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7. To return back to the 1st or 2nd heading, or to create a new sub category, hold Shift+ Alt and use the arrow keys to move the heading to where you would like it.  You can also use the Arrow Buttons on the tool bar.
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8. If you double click on the + sign next to each of the headings you can collapse and expand them to reveal or hide text under each heading.  You can also use the arrows on the menu bar.
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9. If you have created a table of contents for your paper and you have moved different headings/ text around in outline format, you and click on the Update TOC button on your tool bar.
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10. Then click on Update Entire Table and then click on OK.

11. If you click on the Go to TOC icon on your tool bar you will be taken right to the table of contents.
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