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How to create a table of contents using Tab stops and Leader Dots 

1. Extend the Paragraph tab 

        Click here to extend 

 

2. Click Tabs           3. Set tab position at 5” or 5.5”  

 

           4. Check the leader #  

           5. Click set and then click ok.  

 

 

 

 

 

 

 



 

 

Sample layout of text showing appropriate line spacing, references (footnotes/endnotes) and 

line ending hyphenation.  

 

CAUSES OF OBESITY 

 

 

The balance between calorie intake and energy expenditure determines a person's weight. If a 

person eats more calories than he or she burns (metabolizes), the person gains weight (the body 

will store the excess energy as fat). If a person eats fewer calories than he or she metabolizes, he 

or she will lose weight. Therefore the most common causes of obesity are overeating and physical 

inactivity. Ultimately, body weight is the result of genetics, metabolism, environment, behaviour, 

and culture. 

 

Medications 

Medications associated with weight gain include certain antidepressants (medications used in 

treating depression), anticonvulsants1, certain hormones such as oral contraceptives, some diabetes 

medications (these medications are used in lowering blood sugar such as insulin, and most corti-

costeroids such as prednisone. Weight gain may also be seen with some high blood pressure 

medications and antihistamines. The reason for the weight gain with the medications differs for 

each medication. If this is a concern for you, you should discuss your medications with your 

physician rather than discontinuing the medication, as this could have serious effects. 

 

 

 

 

 

                                                           
1 medications used in controlling seizures such as carbamazepine [Tegretol, Tegretol XR , Equetro, 

Carbatrol] and valproate [Depacon, Depakene 



 

 

How to set hyphenation 

 

1. Select Page layout tab 

2. Click the arrow to right of the word ‘Hyphenation’ 

3. Select hyphenation options 

4. Select manual and select yes or no to the words you wish to hyphenate. You must have 

two hyphenations on two different pages. 
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HOW TO CITE REFERENCES FROM WEBSITES 

Last, F. M. (Year, Month Date Published). Article title. Retrieved from URL 
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HOW TO CITE REFERENCES FROM BOOKS 
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Basic Rules for preparing References or Bibliographies  
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