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How to create automatic table of contentsin Word 2016 simple and fast. With long texts, many headings,
creating atable of contents is essential, helping to shorten the time to look up headings, convenient for reading
and editing. However, if you create a grave index

With long texts, many headings, creating a table of contents is essential, helping to shorten the time to look up
headings, convenient for reading and editing. However, if you create the table of contents manually, you will not
only have to spend alot of time, but also will not be able to access the items to find automatically. For quick,
simple, convenient for later use, please see the following article to know how to create automatic table of
contents in Word 2016.

Step 1. Determinethelevel of each heading

To create an automatic table of contents in Word 2016, you first need to identify headings from big to small in
the text.

Method 1. Usethe Heading level

Highlight the content you want to make headings, in the Home tab select Heading with the corresponding level
(Heading 1 is the largest heading level, then Heading 2 and Heading 3 .). Do so with all headings from large to
small.
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Thure tp tét nghigp 13 mét ndi dung quan trong trong churang trinh dao tao.
Quaé trinh thure tip tht nghiép nham gidp sinh vién:
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- Clng ¢0, ndng cao kign thirc d3 hockanpeoth g ye pdung kisn-thinc vac
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* Tip: You can reset the text format (font, size, bold, .) of each Heading style by right-clicking on that Heading
style and selecting M odify .
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Method 2: Mark thelevel (level) of the headings

Highlight the content you want to be a heading, open the References tab , in the Table of Contents group click

on Add Text , then select the Level you want to apply to the highlighted paragraph (Level 1 isthe highest level,
then Level 2 and Level 3).
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Thue t3p ot nghigp 13 mdt ndi dung quan trong trong chuong trinh dio tao.
Qué trinh thue tép tot nghiép nhim gidp sinh vién:

- Rén luyén ki ndng lao ddng nghé nghiép

- Ciing cd, ning cao kién thirc 43 hogtai truing. vindunskibnabiauan
thure tién tai co s& thuc tip.

* Note: Normally, there are 3 levels for you to choose by default, but if the text has more than 3 levels of
hierarchy, you can increase the number of levels by clicking on Table of Contents and Custom Table of
Contents . and change the value in the Show levels box . After clicking OK , the table of contents will
immediately be created at the position of the mouse cursor, but if not complete, you can delete or update it | ater.
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Step 2: Create an automatic table of contents

- Place the cursor in the position where you want to display the table of contents (usually the first or last page of
the text).

- Open the References tab , click Table of Contents and select the table of contents display form (there are
templates available for you to choose). After this operation, the table of contents will appear.
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- You can aso change some table display customizations. Click on Table of Contents a Custom Table of
Contents. On the Table of Contentstab customize the following settings:



+ Show page numbers: Display the page number corresponding to thetitle of the item.

+ Right align page numbers : Display the page number at the right margin (if unchecked, the page number will
be immediately after the title name).

+ Tab leader : Form of alignment, comparing between the title of the page and the page number (using a series
of dots, dashes, or blank).
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And hereisthefina result:
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So you know how to create automatic table of contents in Word 2016 already! But if you later need to edit the
text, add (or edit, delete) a certain title, or change the number of pages, of course you will have to update the
table of contents. So how to update automatically and fastest? Read on for the instructions below.



| nstructionsto update the table of contents automatically in Word
2016

When there is a change in the content of the headings (title, page number, etc.), you can update the table of
contents automatically in one of three ways:

Method 1: On the Referencestab , Table of Contents group , click on Update Table
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Method 2: Right-click on thetable of contents and select Update Field

Method 3: Click on the table of contents, in the upper border of the frame surrounding the
table of contents, click on Update Table
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Either way, you'll receive a notification with two options:
- Update page number s only (only update the page numbers)

- Update entiretable (updatethe entire table)
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In case there is only a change in the number of pages, please choose the first update style, because it does not
affect the format and style of the text in the table of contents (for example, font, size, font color, bold). , .) if you
correct it.

| wish you success with instructions to create automatic table of contentsin Word 2016 as above!

Y ou finished reading the article "How to create automatic table of contentsin Word 2016 simple and fast"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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