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| nstructions on how to create automatic table of
contentsin word 2007

Automatic table of contents creation in Word 2007 can save time and effort not only for the person who created
the document, but also for the readers of the document to have the most overview of the text.

Are you making an internship report, dissertation, graduation thesis or smply along piece of text? Creating a
table of contents will help you look at the main content of the paragraph. To save time for you when working
with Word, as well asthe desire to provide people with additional useful lessons on office computing, TipsMake
will reveal more for you one more simple way to create. Automatic table of contentsin Word.

Automatic table of contents can save time and effort not only for the person who created the text, but also for the
readers of the text to get a better overview of the text. For a hundred-page report, essay, when we need to edit the
content or the headline, the layout of the article, you will not have to edit the table of contents anymore. Because
the automatic indexing function of Word helps you do this. When you want to open any item in the document, it
only takes one simple operation with an automatic table of contents: hold down Ctrl + left click, you will reach
the page you want.

In the previous article, we showed you how to make an automatic table of contents by adding alevel, or
selecting the Heading tab. However, alot of you have trouble when the change of font format, font size and
color is changed unlike your ideas, right? Therefore, today | will guide you to make a quick and automatic table
of contents and save time for your future documents as well.

Before creating the table of contents, please add page numbers for the entire document.

|. Step 1: Createtypefaces corresponding to each heading

Firgt, to create atable of contents automatically, you must create typefaces corresponding to each heading, title
asyou like.

1. Open the Word file you want to create the table of contents automatically, and then follow these steps:

2. On the toolbar, in the Home tab, in Styles, click the arrow in the bottom right corner of the Styles section (as
shown below).
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3. The Styles dialog box appears, click the Create a New Style Icon (as shown in the picture), the Create New
Style from Fomarting panel pops up. At thistable, you can set the font styles, fonts for the headings at your own
discretion.
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* In thistable, you need to note the following options:

+ Name: Give a name to your typeface. Make it easy to remember (Example: | name the headings T1, T2, T3,
T4. T isthefirst letter of my name. 1,2,3,4 are the headings divided from big to small) )

+ Style for following paragraph: The font you just named depends on the paragraph. (Example: Y ou are creating
type T2 (Level 2), you want in the table of contents the small headings will automatically indent 1 less than the
larger table of contents, in this box, fill in T1, which meansthat T2 isin T1 If you want the itemsto be on the
left margin of the text, enter the name of the font you are creating.)

+ Fomatting: Here you can set the font format, font size, font color . asyou like.

+ Add to Quick Style list: you should tick here to make your typeface appear in the Styles section of the Home
tab



+ Automatically update: When you edit the format of 1 item in the font you've just created, Word will
automatically edit the format of all itemsin that font style.

+ Only in this document: If you check here, the font that you choose will only display in this document.

+ New documents based on this template: (Should choose) the font you just created will be fixed in the Styles
section. Thisis handy when you want to create a table of contents for another document.

e g e ww raT mrace FuE

ot |, = s - 3P -
B A W S S e RN yannce AsBCel AaBDG AsBboe AAH e : - Nl ]
Cha W-A- FEWANE) R L higrmal 1 e e Mg 1 MREsng 1 Tam T TR m"‘f' -\.:;‘-'“
[—— ] e i dting
=
e i LSS -
— = trmad
Creute Mew Syl om Formating | v e
= Hewdig 1|
D -~
Vigm ki | ' -
HEEE N e poe P i =| ——
Vi g || S msnd o [ QT — =] bio too b Py —
s D] | S g sV T ) =1 | v e
Atk Lt Pematang .
g il [T temroman 2] 0[] B £ B Bty =
LTeing ] ® = @ = = = | 2 & &
1.1 Tim |
Tén g I 2 Ha Boag FI00T oeg DYCTY Tiea mi Fosdaoom (amg 1 b neka e Coopman
- b e o il sk i), T P, B By, A S
Tén iyl Wy
Misol
Try s 1=}
i=1{a .
Tén pg = =lalel} e
Fot: Lipt s Margeg: 043 om, Bk + L L+ slgred at: 430 « it at: L3P () el
13 Cle g o St Automateaky pcuie, Guck e, Samed v Lt Paragracs
* r_']' D e u—————e—— =
bl B e
* Cp E = | b Teha
™ — 1 |
= CN e 07 - Timg 10- Chung cu 15T2 - 18 Tam Trimh - Hodng Mai -
'Y By ieg S0
0N = F10CT2 Toa nkd Fodacon (tiag | 1 side b Coopanart 408
didn ‘ran Phd, Ha Bdog, Hi NH
Lt
T Lich sif Feagpye. THE
Humbmeg
Dul} W3010 Hee vibn dhe tho Bee Manh nay 48 té thinh s dbo
130 kof todn ¥ ruMn nhit kidn say
Oy P P T [P AP S N S P R

In the Fomat box, you can aso edit Font, Paragraph format as usual. Also, | will just add 1 tip so you can save
more time. Click on the Shortcut key to create a shortcut for the type. Remember, the shortcut you choose cannot
match the default shortcut of the computer. | usually choose Alt + lever number (Example: type T1 and Alt + 1)
Then click on Assign to complete the shortcut, then OK.
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Once completed, you look at the toolbar at the Home tab will see the font that you have just created.

After creating, if you need to edit the style, just right-click on the font on the toolbar, select Modify, or in the

Styles dialog box select the style to edit, right-click and select Modify.

With the remaining levels and typefaces, you can do the same as above. Y ou calculate how many levelsyou

need to create in the lesson.
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II. Step 2: Assign stylesto the corresponding headings.
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This stageis quite simple because | previously created shortcuts for styles. Y ou just need to put the mouse in the
position of each title and then press the shortcut key.

[11. Step 3: Create an automatic table of contents

Click on the position you want to put the table of contents (should create a blank page at the position of table of
contents)

- At References tab, select Table of Contents alnsert Table of Contents. The dialog box appears, you choose the
following: At the Show level, you enter the number of Styles you have created above. Then click on Options.
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- In this dialog box, you delete the numbers 1,2,3 . in the Heading section, scroll down to find the font style
you've just found and then enter the numbers 1,2,3 . and OK
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So you've created the table of contents automatically.

V. Step 4. Update the table of contents editing

- Edit: You can edit font format, table of contents as usual as you like. And the result after editing is as follows:
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- Update: In the table of contents just created, right-click, select Update Field to update the table of contents.
Now every time you change the content in the article, you just need to update the table of contentsis done.

+ Update page numbers only: (Only update the page number) If you just edit the content of the text without
changing the headings, then tick this box.

+ Update entire table: If you add or remove directories, then check this box to update the entire table of contents.



Y ou finished reading the article "I nstructions on how to create automatic table of contentsin word 2007"
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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