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Create table of contents automatically in Word 2007
and 2010

To create an automatic table of contents in Word 2010 there are 3 basic steps as follows: - 1. Mark all the items
in the table of contents. - 2. Create the table of contents automatically. - 3. If the content of your article changes
in the table of contents you should update the table of contents.

To create an automatic table of contents in Word 2010 there are 3 basic steps as follows:

- 1. Check all items in the table of contents.

- 2. Create the table of contents automatically.

- 3. If the content of your article changes in the table of contents you should update the table of contents.

1. Check all items in the table of contents.

There are 2 ways to mark selected items. I show you the fastest way.

- Step 1: Mark content to create a table of contents. Here I choose "I / Goal is Level 1"

- Step 2: Select Tab References / select Add Text / select appropriate Level .

- 3 sub items of item 1 selected at Level 2 .
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The same goes for "II / Prepare". Note The child item is less than the parent level 1 level.

After selecting, you have the following table of contents:

2. Create automatic table of contents.

- Step 1: Put the cursor where you want to create the table of contents (usually at the beginning of the text or at
the end of the document).

- Step 2: Click Tab References / Table of Contents /  Insert Table of Contents . A dialog box appears, select
a table of contents type and click OK .



Results after creating the table of contents:

In case you have created the table of contents, there is a change in the content of the text, which leads to adding
or removing some items. So you have to revise the table of contents with just one operation, you can edit the
whole table of contents.

3. Update the table of contents.

- You select References tab, select Update Table, the dialog box informs you that you want to update the page
number or the whole title and content (as shown). Depending on the change you should choose the type of
update accordingly.

Note: Absolutely you should not edit directly in the table of contents.

Good luck!

You finished reading the article "Create table of contents automatically in Word 2007 and 2010" edited by
the TipsMake team. We hope this article has provided you with many useful tech tips and tricks. You can search
for similar articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com

https://tipsmake.com

