
Building a Table of Contents in Microsoft Word 

The table of contents in Microsoft Word allows the use of a built-in heading style hierarchy by default, and mirrors 

the document structure seen in the Outline View. A table can be generated from a Bibliography, Table of Figures, 

the Index, and a Table of Authorities. Ultimately, the Table of Contents in Microsoft Word creates an outline for its 

viewers for organized entries professionally while maintaining a pleasing aesthetic quality. 

 1. To start, if there’s any information you don’t want on your table of contents, make a new line 

by pressing the Enter or Return key on your keyboard. 

2. Next, click on the ‘References’ tab, find the ‘Table of Contents’ section, and click the drop-

down arrow from ‘Table of Contents’ 

 

3. Then you’ll choose one of the top three options given; Automatic Table 1, Automatic Table 2, 

or Manual Table. If it’s your first Table of Contents that you are creating, start with the Manual Table. 

4. Next, you can configure different heading styles by highlighting or double clicking on the 

Contents’ heading and then choose the Home tab, and click the arrow in the corner for the full selection. 

 

5. After you’ve chosen a heading style you can choose individual styles for any line on your table 

 

From here on out, you’re able to customize your table with any sort of heading styles, fonts, or colors 

from the Home Tab! 

 



How to Use Formulas in Microsoft Excel 

The formula is a mathematical equation used to calculate a value. In Microsoft Excel, the formula must start 

with the equals sign ( = ), or else the Excel program will not understand that you want a formula inserted into the 

given cell. There are many different types of variables including two that should not be confused despite their 

similar names; Operators and Operands. An Operator is a sign or symbol ( + or - ), it is the ‘what’ in the formula. 

Operand is the ‘where’ in a formula, as it is a cell address (B1). Having two together in a formula creates an 

“Arithmetic Formula.”  

1. To start, create a new ‘blank’ Microsoft Excel Document. 

 

2. Now, click on the cell A2 and type in the number 24, then click on cell A3 and type in the 

number 12 

 
3. In cell A4, type =24*12, then press enter. You should see that the number in A4 is now 288. If 

you look on the formula bar, it should look just as you typed into that cell a moment ago. 

 
Now we’re going to make this into an Arithmetic formula, where we use cell references to create a 

formula. 

 

4. Choose the cell A5, and type in =A2*A3 and press enter. You see that it comes up with the same 

amount as cell A4 (288) as it should. 

 

 

 

Congratulations, you have made your first formula in Microsoft Excel! 

 

  

 

 

  



How to Add Video in Microsoft PowerPoint 

In this tutorial, you’ll embed, style, and trigger a video in a PowerPoint slide show. PowerPoint currently 

works best with .MP4 video and .m4a or AAC audio but also supports flash, and other common video media 

formats.  

1. On the slide you want your video, click on the Insert Tab, then under the Media section click on 

the Video drop-down arrow and then online video. 

2. In the Youtube or Bing search, type House of Leaves intro, and choose the first result. Next 

choose the insert option.  

 

 
3. Now, select the still frame image. Choose the Playback tab and under the Video Options section 

choose to Start Automatically. 

 

 
4. Next, click the Format tab, under the video styles choose the Bevel Rectangle style. 

 

        
5. Then, save your work and preview the slide. When viewing the slide, you must click the 

embedded player to start the video and press escape to stop the playback and consequently 

clear the video frame. 

 


