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Using an Online Brainstorming Application to Begin Your Personal 
Project Essay and Automatically Create your Table of Contents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1) Goto www.mindmeister.com 
and join the website for free. 
You are able to produce five 
free mind-maps, which will be 
more than enough for your 
Personal Project Presentation. 

2) Create a new Mind-map – by 
clicking the button.  

3) Begin creating your mind-map, it is 
as easy as double clicking to add a 
node. Click and drag the node to 
move it to a different parent subject. 

4) Don’t worry about saving as it 
does this automatically… :) ~ 
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5) Continue creating your mind-map 
remembering to construct it with clear 
parent titles, linking it to your 
Personal Project Grading Criteria. 

6) Use the basic formatting tools and add 
icons – Make sure the nodes further 
away from the root have a  smaller font 
size. 

7) Add links to website resources – along 
with notes, and even attachments. 

8) Your mind-map should come 
together quickly and easily :) ~ 
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12) And here it is :) ~ 

9) When you have completed your 
mind-map – click on the Export 
Button. 

10) Choose Document Outline 
as the format for export 

11) Save to Disk – hopefully to 
your desktop 
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14) Click at the top of your 
document and click on the Insert 
menu and Index and Tables option. 

13) Open your document in MS 
Word, you might need to Control 
Click if on a MAC (right click for 
Windows) and open with MS 
Word. 
 
14) Notice that all the information 
on the mind-map has been 
imported including links, and 
levels of nodes and parents. 

16)  MS Word will 
automatically 
create a ToC at 
the top of your 
document, with all 
node titles 
according to the 
level you chose. 
Show 3 levels - is 
about right. 

15) Choose ToC –Tables of 
Contents, and a style of your 
choice 
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17) If you 
change from 
Print Layout 
View to 
Outline View 
you will see 
the different 
levels of your 
document 
text – from 
titles to body 
text. 

18) Note the + signs designate a parent title, and the 
minus signs show a level below. If some of your tiles 
are in the wrong order just copy and paste them where 
you would like them to go as I a normal document. 
 
But you will have to update your ToC. 

19) To update 
your ToC, 
control click on it 
(right click for 
Windows) and 
select update 
field. 

20) Then choose update entire table as 
shown in the dialogue box. 
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21) To add BODY TEXT e.g. your content to your essay return to the Outline View. 
Choose where you would like to enter the text e.g. under the Investigate title as below 
and begin typing. 
 
22) After you have entered the text – select it and click on the double blue arrow and 
demote to BODY TEXT. 

23) Your 
text should 
look like 
this. 

23) Return to Print Layout view and you will 
see your text within your main part of the 
essay, but because it is only BODY TEXT it 
will not appear in your ToC. 

24) That is about it…have a play around with 
the Outline styles, and demoting and 
promoting the text within the Outline view so 
that it links within your ToC. 

FINAL HINT – Remember you can share your mind-map with other students, or more 
importantly your Personal Project Advisor/ Teacher. You can then easily show your advisor 

what you are doing and planning, and they can even add items to guide you. Just click on the 
Share option when in Mindmeister. 


