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Formatting Your Table 
of Contents (ToC) 
To format your ToC correctly and have 
the page numbers perfectly align to the 
right margin, you will need to perform the 
following steps: 

1)  Type directly into the ToC placeholder 
with what the section should be called 

2)  Hit the “Tab” key 

3)  Type in the correct page number 

4)  Nudge your cursor to the left with 
the arrow key until it is directly before 
the number 

5)  Alternate between “period” and 
“space” until it builds back to the ToC 
content. This is called a “Leader” and 
should look something like this: 
( . . . . . . . . . . . . . . . . ) 

6)  Repeat steps 1–5 for each level in 
the ToC 

NOTE: Since PPT does not have an 
automated feature for this and it’s quite 
labor intensive, it’s strongly advised that 
you complete the ToC last.  

Need Help?  Access EAB’s Help Center 

Visit the Navigate Help Center for articles and how-to instructions 
on all Navigate Features and Workflows. 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing the Help Center -  

Step 1: Log in to Navigate 

 

Step 2: Click on the question mark icon in 
the top right hand corner. 

 

Step 3: Click Help Center & Support Links 
from the drop down menu 

 

Step 4: Select Help Center to be taken to 
articles and step by step instructions for 
Navigate features and workflows 

 


