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Table of Contents and Table of Authorities

The Table of Contents and Table of Authorities provide organization to your brief. They allow your
readers to navigate your brief and find the section or information that they are looking for easily. The
Table of Contents includes a list of all the headings and subheadings you use in your brief and the
page number on which each appears. The Table of Authorities is a list of all cases and other
materials you cite in your brief along with every page on which reference to each authority is made.

This guide explains how to create a Table of Contents and Table of Authorities in Microsoft Word.
Table of Contents

1. How the Table of Contents Works
* The table of contents pulls text marked with different “styles”
o By default, the table of contents pulls Headings 1, 2, and 3
*  Word compiles the TOC based on those styles

2. Changing the Heading Style
1. Format the text however you want (e.g., size, font, spacing)
Highlight the relevant text
Right-click on “Heading 1”
Select “Update Heading 1 to Match Selection”
Repeat with Headings 2 and 3

Recommended: if your “Normal” heading is not the style you want for your main text, update
that too

ook

On a Mac:

Il
Il
«

1 AaBbCeDdE(  AaBbCeDdE: AaBh(C

Normal No Spacing Headii  Update to Match Selection
Modify...

1l
Ih
= [
i

2 3 4

Rename...
Remove from Quick Style Gallery

L Argument I
a. Section A
i. Subsection i,




- = Al q bCeD beencll 2 . N ~1) A
' AaBbCcDC | AaBbCcDe | AaE Update Heading 1to Match Selection
E = = Ry o i
E= 1= O T Normal |7 No Spac... | Heac 4 Modify... S
Paragraph [ Select All: (No Data)

Rename...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar

L Argument I
a. Section A
1. Subsection i

3. Creating the Table of Contents
1. Click on “References” tab, then click on “Table of Contents”
2. Click on “Custom Table of Contents” (recommended) or Automatic Table 1 or 2
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4. Modifying the Table of Contents
* After selecting “Custom Table of Contents”

1. Click “Modify”

2. Click “Modify” (again)

3. Change “Style Based On”

On a Mac

Home Insert Design Layout References Mailing|
+ " -+
+ B9 Add Text ¥ 1 | AB} Next Footnote ~
E AB E.] o -
o In
Automatic Table of Contents Cit:
Classic ‘
Table of Contents
Heading 1 1
Heading \ Next Footrote ~ [L L7 aen i
Heading 3 1 Insert |~ -
Citation Properties
Name:  TOC1
Contemporary
Styles: Paragrag Style type:  Paragraph <
Table of Contents ;’ ?3212 = Style based on: | 1 Normal <
Heading | 1
W 9 10C3 Style for following paragraph: = 1 Normal <
eading 2 1 41004
Heading 3 1 9 T00S
Formatting
9 T0CE
9 T10CT TimesNewRoman v 12 + | B I U  Automatic v
Formal |
9 10C 8 = = = — = =
9 Toce Charact
Table of Contents
Heading 1 1 Times1 o
Heading 2 1 R
Heading 3 1
Modern
Space After: 5 pt, Style: Automatically update, Hide until used, Priority: 40,
Table of Contents " Based on: Normal, Following style: Normal
Heading | 1
Heading 1
Heading 3 1 Add to template
Add to Quick Style list
<  Automatically update
B Custom Table of Contents...
Eb@ Remove Table of Contents Format v Cancel oK
anc
83 o- - v
File Home Insert Design Layout References Index  Table¢ e
+
) Add Text 1 [ Insert Endnote @ priot Breview Please select the stule for vour index or table
[ Update Table AZ Next Footnote ~ i ? .
Tebleofl| " > Insert | | Modify Style roX
Contents Footnote [= Show Notes Citation| [ properties
Built-In
Name: TOC 1
Automatic Table 1
Style type: Paragraph ~
Contents . Style based on: T ol
1. Heading1 if page numbers
a  Heading 2. 1 Style for following paragraph: | T Normal v
i Heading3. 1
Formatting
Calibri (Body) vill|v|| B I U Automatic v
Automatic Table 2
Table of Contents - =
1 Heading 1 1
a  Heading 2. 1 g, Hide until
i Heading3 1
Argument | v
Cancel ] odify.
Manual Table
Table of Contents OK Cancel
Type chapter title fevel 1). 1 -
Type chapter tite fevel 2). 2
Type chaptor tite (lovel 3). 3 Space
Type chapter tite (ewel 1) a After: 5 pt, Style: Automatically update, Hide until used, Priority: 40
Tvoe chaoter 2 Based on: Normal
Following style: Normal
More Tables of Contents from Office.com »
B Tableof G [[] Add to the Styles gallery \utomatically update
ustom Table of Contents... e .
ENS @ Only in this document (O New documents based on this template
Bx Remove Table of Contents
Format ~ Cancel




Table of Authorities

1. How the Table of Authorities Works
* The table of authorities pulls information from the first time you refer to a citation
* Word automatically recognizes the page numbers of subsequent references

2. Marking a Citation
1. Click on “References”

2. Highlight the citation
3. Click “Mark Citation”
4. Make sure the citation is in the right category
5. Make sure to delete the pincite
6. Click “Mark All”
7. Mark All does not always work, and it never works with “id.” so be sure to double check
and mark any reference that has not been marked automatically.
o Highlight the citation, click “Mark Citation,” select the short citation from the list,
and then click Mark
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Tip: If you turn on “formatting marks,” as seen above, you can view and edit the underlying code,
which may be a more efficient way to edit your Table of Authorities markers.



3. Inserting a Table of Authorities

allow it

Click “Insert Table of Authorities”
“Passim” means a brief is used many times throughout; some courts/competitions do not

As with the Table of Contents, you can change the format by clicking “Modify”
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