Customizable Assessment

Organizing Long Documents


Assessment: Create a Table of Contents

In this exercise, you will create a table of contents in a report. You will also create a header and add page numbers to a footer.

1. Open A Report on Dietary Supplements.
2. Create a table of contents in the formal style before the paragraph What is a Dietary Supplement?
3. At the beginning of the table, before A Report on Dietary Supplements, type Table of Contents and center the text.

4. Delete By the Food and Drug Administration from the table of contents.

5. Insert page numbers in the bottom-right area of the footer, but do not show page numbers on the first page.

6. Insert A Report on Dietary Supplements into the center of the header on the second page.
Remember to remove Same as Previous.

7. When you have finished, save the document as A Report on Dietary Supplements (Rev 1) and close it.
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