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How to update table of contents in word without changing formatting

Microsoft Word has an automatic table of contents function that can automatically generate a table of contents for your document, provided you correctly tag the chapter headers and sub-headers that you wish to show in your table of contents. Setting this up can be a time-consuming process, but if you are writing a lengthy document that will go
through several drafts, the automatic Table of Contents can save you a lot of manual revising each time your page numbers or chapter titles change. Step 1: In order for Word to identify the headers and subheaders for your Table of Contents, you need to apply the appropriate "Heading" styles to your chapter and sub-chapter headers. For example, to
mark a chapter title as a Level 1 Heading, first select the text that you would like to appear as the chapter heading in the Table of Contents by clicking-and-dragging your cursor over it to highlight it. Next, on the "Home" tab on the menu, go to the Styles section and find the style "Heading 1" (but don't click it yet, because clicking it will reformat your
title to Word's default "Heading 1" style format). For your first chapter heading, right-click the style "Heading 1" and select "Update Heading 1 to Match Selection". This will both apply the "Heading 1" style to your chapter heading (allowing the Table of Contents to detect it), and also update the Heading 1 style for your document to match the style
you were using. Once the "Heading 1" style has been updated to match that in your document, for the other chapter headers, just highlight the chapter title and left-click on the (now-modified) "Heading 1" style to apply it. For sub-chapter titles, repeat this process, but use the "Heading 2" style instead. (You can also do this with "Heading 3" styles for
sub-sub-headings, etc., if necessary.) If you have a title or subtitle that is part of an existing paragraph, or if you would like the Table of Contents text to be different than what appears in the body of your text, you can insert a manual Table of Contents field instead of applying a Heading style to an entire paragraph. First, select the part of the
paragraph you would like to use as the title of the chapter or subchapter (or place your cursor where the new chapter or subchapter begins). Press "Alt-Shift-O" (letter O, not zero) to open a manual Table of Contents Entry box. In the "Entry" field, enter the text for this section as you would like it to be displayed in your Table of Contents. Next to
"Level", select "1" for main chapter titles, "2" for subchapters, "3" for sub-subchapters, etc. Unless you have multiple Table of Contents in your document, leave the "Table identifier" as is. After you click "Mark", Word will automatically turn on showing of formatting symbols, and you should see a TC (Table of Contents) field code in brackets. This will
not print as part of your document; Word only uses it to identify it as a Table of Contents marker. You can change the text to be displayed in the Table of Contents by editing the text within the quotation marks inside the brackets. You can also change the level of the heading by changing the number. Step 2: Once you have all the chapter headings
and sub-headings flagged with the correct Heading styles or Table of Contents field markers, you can generate your Table of Contents. Place your cursor at the top of the page where you would like to generate the Table of Contents and make sure the line where the cursor is placed is left-justified or full-justified (if it is center-justified, you will not be
able to right-align page numbers properly). Next, go to the "References" tab on the menu, and select "Table of Contents". Below it you will see many different pre-defined Table of Contents styles. If you see one that matches what you need, select it. In most cases, you will probably need to create a customized Table of Contents by selecting "Custom
Table of Contents". The Table of Contents settings window will open. If you are creating a Table of Contents for a thesis or dissertation, there are several settings you will need to change. First, make sure "Show page numbers" and "Right align page numbers" are checked, and that the Tab leader is set to dots ("......") -- these settings will make sure
you have dots between the chapter titles and page numbers, and that the page numbers are neatly aligned along the right margin. If you have more than 3 levels of subtitles in your document, you may also need to change "Show levels" to a higher number like 4. If you used Table of Contents field codes in your document in addition to or instead of
header styles, you will need to click "Options..." and make sure the box next to "Table entry fields" is checked. If you used styles other than "Heading 1", "Heading 2", and "Heading 3" to define your Table of Contents, you can also define those here. When finished, click "OK" to return to the Table of Contents window. Next, click "Modify...". The Style
window will open; this is where you can define the font and indents for each title level in the Table. Select a level (for example, "TOC 1" for the main Chapter headers) and click "Modify". Change the font here to match the font in the rest of your document. If your Table of Contents needs to be double-spaced, be sure to also click the double-spacing
button. The Sample Text window below these settings will give you a preview of what the text in this level will look like. Click "OK" to save the settings when done. Repeat the style modification above for the other levels of your document. For the sublevels, you may also need to increase the ident for each level in addition to changing the font and
line spacing. When you are finished updating the levels, you should be ready to add your Table of Contents. Return to the main Table of Contents screen and click "OK". Word will insert the Table of Contents at the point of your cursor. Check it carefully to make sure Word didn't miss any chapter titles or subtitles and that the page numbering looks
correct; if there are problems, double-check that you tagged text with the correct header styles or Table of Contents codes (see Step 1 above). If there are problems with the formatting, click "Undo" to remove it, then generate a new Table of Contents by going back to References > Table of Contents > Custom Table of Contents" to correct it. You
can also make manual edits and formatting changes directly in the Table (but be warned that if you have Word update the Table, these manual edits will be overwritten). Word does not automatically update the Table of Contents as you type, but if you make changes to your document and need to update the Table, you can do this quickly by
selecting/highlighting your Table of Contents, and then going to the "References" tab on the menu and clicking the "Update Table" button next to "Table of Contents". If you just need to update the page numbers, select "Update page numbers only". If you have added new chapter headings or sub-chapter headings to your document, select "Update
entire table". Note that if you select "Update entire table", any additional formatting or typing you changed manually after creating the automatic Table of Contents will be overwritten. If you need additional assistance creating an automatic Table of Contents for your research paper, thesis, or dissertation, contact Jeff Beuck at 216-523-7486 to set up
an appointment. You've built a Table of Contents in Microsoft Word using the Styles feature to mark the TOC entries or by marking them manually. And just when you're about to pat yourself on the back for having an automatic Table of Contents in your document, you notice something's a little ... off. Maybe the font's not quite right. Perhaps the
font's okay but the spacing's not. Or the indentation. It could be you want/don't want the dot leaders running up to the page numbers.Suffice it to say you just want to alter the format of it. But how?More...First, let's take a look at a sample generated Table of Contents:Right away, I see several problems:Fonts are not consistent. There's a mix of Times
New Roman (the font for the rest of the brief) and Arial.I'd probably prefer a bit more white space between the second-level entries.I don't like the way the right indentation on the second-level entries is behaving — too close to the page numbers.Table of Contents: fix = replaceTo fix the Table of Contents, I basically replace it. Yes, there are other
ways to modify TOC entries (if you're already comfortable with Styles), but I prefer this method because it doesn't involve me searching all over the document for each Style and modifying it separately. To-may-to, to-mah-to.First, we select the entire Table of Contents with the mouse and hit Delete.Next, we can re-define the Table of Contents the way
we want. To do that, we go to the References tab and find the Table of Contents menu on the far left:Word 2007-2010Word 2013-2016That brings us to the Table of Contents dialog box. We'll click Modify at the bottom:... which will take us to the Style dialog box:The secret to controlling TOC formatting: StylesThis dialog box lists all of the Styles
associated with Table of Contents entries. Since the Styles control the formatting of the entries in the Table of Contents, we need to modify the Styles to correct the formatting. The first entry that has incorrect formatting is TOC 2 (the second-level entries). Click on that (click #1 above) to see the current settings in the Preview window, then click on
Modify (click #2).Here's where we can fix everything that's wrong with the second-level TOC entries: we can change the font from Arial to Times New Roman with the drop-down in the center, and we can fix the paragraph issues (the right indentation and the amount of vertical space before and after) by clicking on the Format button at the bottom
and choosing Paragraph from the menu.That will take us to the familiar Format Paragraph dialog box:We can repeat the same steps for any other TOC entries that need adjusting, but you get the idea, right?To check our progress, we go back to the Table of Contents dialog box:Use Print Preview as a guideBefore ...... and after.Notice how the Print
Preview window (circled in red) has changed from the first time we saw it. Also notice that, if we want more/fewer TOC levels, or we want to alter or delete the dot leader, those options are available under General (in the lower third of the dialog box).Now that we have finished modifying the TOC Styles, we can click OK to insert the new Table of
Contents.So, for my friend Judy, who has asked me repeatedly to do a tutorial on how to modify the format of a Table of Contents ... there it is! This content is part of a courseWhat you've learned here is just a small part of my Brief Builder's Workshop course, where you can learn all sorts of skills for building better briefs, such as creating a Table of
Authorities and configuring a Table of Contents (two ways). Click here for more information.
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