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How to make a table of contentsin Word 2010

How to make atable of contentsin Word 2010. In graduation thesis, thesis ... indispensable for him. Table of
Contents - helps people to grasp and move quickly to the position according to the number of pagesin no time.
The following article guides you how to make a table of contentsin Word 20

In graduation thesis, thesis . indispensable for Mr. Table of Contents - hel ps people to grasp and move quickly to
the position according to the number of pagesin no time. The following article guides you how to make a table
of contentsin Word 2010.
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Step 1. Determine the level of each item corresponding to the Level in the table of contents. A big title is a
chapter or a post corresponding to alevel 1, a smaller title corresponds to a larger level. As the example here,
there is no chapter name, only part 1 is small => part 2 corresponds to level 1, part 2.1 corresponds to level 2,
part a correspondsto level 3:
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Step 2: Determine the number of level levels to create in the table of contents. Default Word to 4 levels, if your
document contains more than 4 levels you go to References -> Table of Content -> Custom Table of
Contents:
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A dialog box appears, enter the level level you want to display in Show L evels-> click OK:
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Step 3: Assign titles in the document to their respective levels. For the process of choosing the level for each

heading, you can conveniently go to View -> Outline:
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The editing screen displays the Outline mode you select the title -> click the Outline level -> select the level

that matches the title to create the table of contents:

Sign in i3l = O

',:_;_ Share

Q%DE

Show Zoom Wi

e g OuilTﬁﬁ ai FRartios

Macros  SharePoint




H ©-0 Documentd - Word [l — ]

Sile Outlir [ Desig . LayoL Refere | Mailit | Revie | View | Math | Devel Help | 2 Tell me

5 Share

7 Show Level: - E
Show Text Formatting =
a v |EEEEEE Show Close
Level 2 [] Show First Line Only Document Outline View
Level 3 Outline Tools Master Document Close A
Fevel 4 liéu chung H¢ théng SureLRN N
t:: D va van hanh true tuyén théng qua Internet, véi mé hinh
s - may khach.
bl § va két noi dit liéu voi kho dit liéu trung gian
Level 9 ng quan tri va quan ly ngudoi dung.

Body Text 1ang chinh ciia hé thong
© a) Chuc nang chung
© b) Hé théng quan Iy théng tin trwdéng hoc théng minh sé& durge phan
thanh 4 nhom.
© ¢) Thiét ké dinh hiréng theo phong cach MDS
o d)Hé théng théng minh.
© 3.Pham vi ap dung
© -Pham vi ap dung
o -Péitwong ap dung
4. Ung dung : g =
< ThuThuat 0

Page 10f 1 7 of 110words  English [United States) 23] E B - ] + 100%

Q

Outlir [ Desig . LayoL Refere | Mailit | Revie | View | Math | Devel Help | 2 Tell me r!:_‘-;_ Share

©7 Show Level:

Show Text Formatting
Show Close

Level 2 [ Show First Line Only Document Outline View

Level 3 Outline Tools Master Document Close A
@ t:r 5u chung Hé théng SureLRN =

il i va van hanh trye tuyén théng qua Internet

Level 7 1inh may chu - may khach.

Level 8 ing lwong trén thé gidi vo cing phong phu va da dang.

Level 9 1van la ngu on nang lwong quan trong va khéng thé thiéu

Body Text g nén kinh té quéc dan. Pimg trude nhimg kho khéan cia

nganh khai thac than 19 thién ngay cang xudng sau, nganh khai
thac than ham 16 dan dan tré thanh chu dao trong ngz‘mh cong
nghiép khai thac than cua nwdc ta.

© Trong cong nghé khai thac than ham 16, dé tién hanh khai thac mé
c6 hiéu qua cao thi khau quan trong hang dau a thiét ké. No
quyét dinh quy mé san xut ciia mo, tinh hop Ly trong céng nghé
khai thac va kinh té trong qua trinh san xuét khai thac mo.

© Nhén thire dwge vai tro va nhiém vu cua minh, chiing em nhiing

sinh vién nganh khai thac da c6 gang hoc hoi, phan dau trong qua =
‘ ThuThuat i3]
Page 10f 14 11 of 6887 words  English (United States) 25 E B - 1 + 100%

Step 4. Number the page for the document before creating the table of contents to avoid page number errors. Go
to the Insert tab -> in Header & Footer section select Page Number -> select page numbering style -> choose
numbering position:
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Step 5: Create an automatic table of contents. Go to References tab -> Table of Content -> select the type of
display of the table of contents you want to create:
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The result is that you have created the table of contents automatically, to move to any item in the document, you
just need to hold Ctrl key -> left click on the item you want to move to:
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Step 6: Customizethe table of contents

- Update the table of contents. After creating the table of contents, but you need to edit the content in the
document related to the table of contents creation, to update the change, select the table of contents -> click
Update Table:
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The dialog box appears with the following two options:
- Update page numbes only: Only update the page number in the table of contents.
- Update entire table: Update all contents in the table of contents.

Finaly, click OK:
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Also note that when creating the table of contents does not allow to move to the items using the Ctrl key and

click you on the File tab -> Option:
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The window appears under Advanced -> select Use CTRL + Click to follow hyperlink -> click OK:
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Above is adetailed guide on how to create a table of contents in Word 2010, with the following versions such as
2013 and 2016 you perform the same operation. Good luck!

Y ou finished reading the article "How to make a table of contentsin Word 2010" 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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