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How to create automatic table of contentsin Word
2016

Y ou can create your own table of contents manually, but that takes alot of time and effort. The following article
details how to create atable of contents automatically in Word 2016, with older versions of Word you can do the
same.

It isessential for alarge text file to have a table of contents. Y ou can create your own table of contents manually,
but that takes a lot of time and effort. The following article details how to create a table of contents
automatically in Word 2016 , with older versions of Word you can do the same.

- To create a table of contents you should first select the text display mode as an Outline to facilitate the
selection of Levelsfor titles. Go to card View -> Outline:
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a. Bia ly ctia viing mo
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- The result of the text displayed as an outline is easy for you to observe and select the level:
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To create atable of contents automatically follow these steps:

1. Createtable of contents automatically

Step 1. Select the text to create atitle -> highlight the headline to create in the table of contents -> Refer ences -
> click Add Text -> select the level that matches the title: (The title in the large section corresponding to a low
level, atitlein asmall level will correspond to ahigh level)
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- Similarly, you select the L evel appropriate for each title in the entire text:

ban_lam.doc [Compatibility Mode] - Word ~ Sign in ) = ]
File Outlining Home Insert Design Layout QGIE(SSNE= Mailings Review View Q@ Tellme 9+ Share
. |j = ot ||=r'] m |—_5/ @‘,,Manage Sources E5| Tj B Er
Egstyle APA || = :
Table ged Du No{ Show in Table of Contents = ‘B tY . e Mark Mark
Conf on~ £ Bibliography - Caption =3 Entry Citation
Table of Col Level 2 litations & Bibliography Captions Index Table of Authaorities A
Level 3 =
© Level 4 im on !
=
Level 5
Page Break
#® Phan I
@® Phan chung
© Thiet ké m& via va khai thic cho khu trung tim mé than
Mong Dwong tir mire + 0 =-250 v&i cong suat mé 1,9 triéu e
tan/nam,

® Churong T: Pic Diém va diéu kién dia chat khu mo
@ L1.Dja ly tw nhién
® L1.1. Dia Iy cia viing mo, khu virc thiét ké,

séng ngoi, dbi nui, hé thong giao théng van

tai

o a. Pia Iy cia viing mo

© - Mo than Méng Dwong thuge dia phdn
Thi xd CAm Pha, Tinh Quang Ninh.Cach
trung tAm Thi x& khoang 12 km vé hiéng
Bic.

o - Phla Bic glap Vl;‘fl song Mong Duong.

ThuThuatPhanMem vn~

Page 2 of 144 3 of 37877 words [IB English [United States) @ . L_' = + 100%




H ©- 5 ban_lam.doc [Compatibility Mode] - Word ~ Sign in el = |

File Outlining Home Insert Design Layout QREEETE Mailings Review  View Q Tellme 2_ Share
= ot I m |—_§/ ) Manage Sources E D B Er Eg
g ¥ = = ha? J
Do Not Show in Table of Contents ERstyle APA -~
Table of g I CORC ert ‘IE ty ] Insert Mark Mark
Contents ~ Level 1 on~ € Bibliography - Caption H Entry Citation
Table of Cai Level 2 litations & Bibliography Captions Index Table of Authorities ~
B Leves . lrong dat 1.500.000 T/ndm. Trong do =
mam 10 aat 1.300.000 T/nam.
Fage Break

® 1.2, Diéu kién dia chdt )
® L2.1. Cdu tao dia chdt viing mo

o a. Pja ting

© Dia tang chira than cia mo than Méng Dwong it thay
dbi qua céc giai doan tham do. Téng chidu day dia e
ting khoang 400+450(m). C6 chira 13 via than. Trong
d6 cac via than tir K(8) dén I(12) dwoc nghién ciru chi
tiét nhét.

o Dia tdng khu mo cé dic diém: Mit cit teong da don
diéu, thanh phan chi yéu 12 bat két, cat két, cac loai
da hat thé nhir cudi két, san két rit hiém gip. Khoang
cach dia tang gifta cac via than bién dong tir 20 +
150(m) (tir via H(10)+ Ha(10a). Hodc 35 + 100m tix
via G(9) + H(10). Thém chi gitra 2 via K(8), G(9) tai 16
khoan 171 tuyen VII khoang cach dia tang giita 2 via
nay bi thu hep dan tir 30m xubng con 0.5m.

o b. Piit gdy

o He thoug du't gay lcru uhlr Dlrt gay Moug Duong; A-A;

< ThuThuatPhanMe

Page Bof 147 7 of380%4words [J®  Portuguese (Brazil) E B B - +

Step 2: After selecting the level level for the entire title to create a table of contents -> place the cursor at the
position you want to create the title (usually after the preface), click References -> Table of Content -> select
available table of contents template:
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Table of Contents
Type chapler fitle (level 1).
Type chapter title (level 2)

Type chapter title (level 3)......
Type chapter tidle (level 1).

B b=
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Step 3: Results have created atable of contents for the text:
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Step 4. After creating the table of contents automatically to move to the content you want, just press Ctrl +
Click on the corresponding content in the table of contents. Thisis afeature available only in automatic indexes,
with atable of contents you created manually will not have this feature.

- In case you want to remove the table of contents, click References -> Table of Contents -> Remove Table of
Contents
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2. Update the table of contents

In case you change the content in the data file, between the title and page number changes you need to update the
changesto the table of contents.

- The example in the current table of section 1.2.2 Structure of coal seam is on page 10:
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- Due to the change in content of section 1.2.2 The coal seam structure is pushed down to page 14-
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- So you need to update this change for the table of contents by selecting the entire table of contents ->
References -> selecting the Update Tableicon :
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- The Update Table of Contents dialog box appears, select the Update page number only to update the page
number, if you want to update both the content and the page number, select Update entiretable -> OK:
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- The content results in the updated table of contents, section 1.2.2 Structure of coal seams are on page 14:
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Above is a detailed guide on how to create a table of contents automatically in Word 2016. | wish you
success!

Y ou finished reading the article "How to create automatic table of contentsin Word 2016" 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.

© 2019 TipsMake.com


https://tipsmake.com

