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BIS Help Guides

How to Create A Table of Contents in Google
Docs

Learn how to create a table of contents in Google Docs.
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INTRODUCTION

Learn how to create a table of contents in Google Docs.
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e0e Top Sites

-2l ¢ Type "google.com" in the address

E Apple iCloud Facebook Twitter Wikipedia Yahoo News ™ Popular ™

s bar to go to the google website

B Favorites Bar

R s < 2 ¢ Click on the "Sign In"button to sign
e in to your goog|e account
O glgchand
Google.de offered in: Deutsch
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Step 3 — Entering In Your Email

poe Sign in - Google Accounts —

l"!ﬂ llnls.gIe.mmMdsasson?sa(u—l&wnlue—mms%s.ﬂxzmzFaccounts.gong\e.corrszMar:agemcounré ¢ |Readec 3 . Type your email add reSS into th iS
box

Google
Sign in to add another account ° Clle on the blue "NeXt" buttOn

I YourEmailHere@gmail.com| I

Need help?

Create account

One Google Account for everything Google
EM&eD 2> B

Step 4 — Entering In Your Password

Sign in - Google Accounts o

. . B a v " . .
rll'! l'j !! hmlls_Ie.mjserw:m?sa:u—l&passivcl?OBEOU&a(ui—DﬁEma-I—soSW}!MDh:s-s(hcol com zeader | [O) . Type your passwo rd IntO th is box

o Click on the blue "Sign In" button

Google

One account. All of Google.

Sign in with your Google Account

Sign in with a different account

One Google Account for everything Google
BEM&eD 208
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T R A = 2| ¢ Click on this button to open a menu
e[ 1] 0 =———= of options
B 9 Click on the "Docs" Button
Google ¢|B
Deutsch Drive Docs Sheets
Advertising Business  About Privacy Terms Settings  Use Google.com
1}5 i e e —; ]9 e Click on the red "+" button on the
Google Docs Shared with me - Google Drive + [mm
Google ES = 0 s bottom right of the screen to make a

new google doc
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Step 7 — Making a Cover Page

800 File Name - Google Docs o

o Click and edit the file name.

T L i e— e RS o, [ = o Type your name
Type the date.
o Type the title.
@ Check <Adding Cover Page in

Google Docs> if you don't know how
to make a cover page.

Step 8 — Adding a Table

800 ile Name - Google Docs ¥

@ Press command (cmd/3€) and Enter

- [ W . S | key (<) to go to next page (Page
o‘r ~p ;m - uon:nm | Inserttable | u - :e‘[] umsv ‘IEM:\Q Pl break)
o Click "Table"

Click "Insert table"

o Click the column you want to have
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Step 9 — Adding Contents

[-NaNz} File Name - Google Docs ol

2 e Type"Page’, it's may be clear if you
B File Name ] " "
= :hla ':dll View In:ad Format Tools Table Add-ons Help  All changes saved in Drive e m use BOId (press %+B). You Can
Tl ot s o O O LB i i S, unselect it by press the keys again.
o You type the page number of
fPage | contems P .
T beginning of each chapter/topic
4 |Ichapter1
13 Hcmw; Type Content/summary or other
21 Chapter
thing you want to introduce at the
part.

@ You write name of chapter/
summary/ other contents in each
part.
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