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Instructionsfor creating a table of contents
automatically in Word

Thuthuatphanmem.vn please show you how to create an automatic table of contentsin Word.

In the process of making your thesis and report, you often have to create a table of contents. However, manually
creating a table of contents usually takes a lot of your time, and the downside of creating a table of contents
manually is that when you want to open a page in the document, you have to spend time opening to that page. So
to save time and quickly open to the page you want to view (you just need to hold Ctrl + left click on the page
you want to go to the page you want), Thuthuatphanmem.vn would like direction show you how to create atable

of contents automatically in Word.
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Trong xu huéing tu do hod thuong mai toan ciu méi quée gia va méi doanh
nghiép déu phi ning cao sic canh tranh cia minh, d€u tranh d€ t8n tai va bit kip
ciing véi xu huéng chung. Tang cuimg xust khdu 13 mét trong nhimg hoat déng
ngoai thuong gitip deanh nghiép va ting quéc gia tham gia vio qud trinh thuong
mai ton cdu va Viét Nam cing khéng thé ding ngoai xu huéng chung dé. Trong
nhitng nam qua kim ngach xust nhip khin ciia Viét Nam ciing di tang lén khéng
ngimg. Ching ta khéng chi tdp trung vio nhimg mat hang va thi tnrdng quen
thuéc ma da timg budc da dang hod mat hing va vuon ra nhing thi truémg méi.
C6 duoe ket qua d6 mot phén khéng nhd cé ar déng gép cla hoat déng xic tién
thuong mai.

Hiép dinh thuong mai Viét- My duoe ki ket di mé ra cho Viét Nam canh
ciia vio mét thi truémg réng 1én gidu tifm ning. Tuy nhién thuc t€ trong nhing

thng vita qua sau khi higp dinh c6 hiéu I da chiing t6 nhimg gi chiing ta chusn
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Article on how to create a table of contents automatically in Word

Step 1. Open the document

Step 2: Choose a display level for titles

Method 1: Select the content you want to set the level in the Referencestab, select Add Text in the Table
of Contents group, select the Level you want to apply to the selected content (you should choose the

Descending L evel as suggested in thefigure).
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Method 2: Select theitem to set thetitle, select the Home tab and then select the corresponding headings
(note that you should choose the descending heading as shown)
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Step 3: Choose a place and the appear ance for the table of contentsin your text
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After choosing where to display the table of contents (the beginning or the end of the text), we get the following

result;
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Step 4: Update infor mation automatically when changing content in documents

To facilitate the process of use and editing, you should choose to update the table of contents depending on the
purpose of your work in one of two ways.

- Only update page numbers (When you only edit the text changes the number of pagesin the text)

- Update page numbers and content (When you change the page number and add titles for example: chapter i1,
,1.)
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Y ou finished reading the article "I nstructions for creating a table of contents automatically in Word" 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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