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Insert Table of Contents

e ot | Table of Contents (TOC) — Chen muc luc cho vdn ban sau khi dé dugc apply heading

Contents v

Néu vin bén chua duoc apply heading, chén TOC sé théng bdo 16i

Microsoft Word X
ﬁ Creating a table of contents? Start by applying a heading style from the Styles gallery to the selected text.

Ban muén tago muc luc? Hay bat ddu bdng viéc apply heading cho
vdn bdn dwoc chon tuw thuw vién heading

E—

Contents
No table of contents entries found.

Khéng tim thdy muc luc ndo
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Table of
Contents v

Built-In

Automatic Table 1

Contents
Heading 1

Heading 2

Heading 3

Automatic Table 2

Table of Contents
Heading 1

Heading 2

Heading 3

Manual Table

Table of Contents
Type chapter title (level 1),

Type chapter title (level 2)

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

Type chapter title (level 2)

bW N R

@ More Tables of Contents from Office.com

Custom Table of Contents.. Ty chinh muc luc
E;';'( Remove Table of Contents  XOd muc IUC hlén tai

B Save Selection to Table of Contents Galler

Insert Table of Contents

Danh sdch muc luc theo chu dé duorc tao
san (Built-in) cho ngudi dung cén thém
nhanh muc luc

Tao muc luc thud céng, cho phép nhép
thu céng néi dung cua cdc level
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Table of
Contents v

Custom Table of Contents...

Table of Contents

Index Table of Contents | Table of Figures  Table of Authorities

Print Preview

Web Preview

Heading 1.......coovveiiiiiiiieeee,
Heading 2 .....cccoooiviiiieeeeinnnn.

Heading 3......cccoovviveeeenn.

Heading 1
Heading 2

Heading 3

Show page numbers
Right align page numbers

Tab leader: ...

Use hyperlinks instead of page numbers

General

Formats: From template

——

Show levels: 3 @

From template a

Classic
Distinctive
Fancy
Modern
Formal

Simple v

Options... Modify...

Custom Table of Contents

Dinh dang danh cho bdn web

Mét sé dinh dang muc luc
thwong dung

HEADING 1 1
Heading 2 3
Heading 3 5
Heading 1 1
Heading 2 3
Heading 3 5
HEADING 1 .......cceevvererernnnnnnnnnnnnnnnnnns 1
HEADING 2...vevveieeeeeie e 3

Heading 3......ccceeeeeeeeeeeeeeeaannn. 5
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Table of
Contents v

Custom Table of Contents...

Hién thj sé trang

S6 trang canh Ién phdi
Puwong dan tir caption dén

page number

Tdng hodc gidm sé level
hién thj trén muc luc

Table of Contents

Index Table of Contents | Table of Figures  Table of Authorities

Print Preview

Web Preview

Heading 1.......coovveiiiiiiiieeee,
Heading 2 .....cccoooiviiiieeeeinnnn.

Heading 3......cccoovviveeeenn.

Heading 1
Heading 2

Heading 3

Show page numbers

Right align page numbers

Tab leader: | ...

General
Formats: From template
Show levels: 3 ’g‘

Use hyperlinks instead of page numbers

Options... Modify...

Custom Table of Contents

Nhom Iénh tuy chinh
nédng cao muc luc
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Table of
Contents v

Custom Table of Contents.. Table of Contents Options ? X
Options... Build table of contents from:
Available styles: TOC level:
Caption i s .
// “ | Meading [1 , Cap bac cua heading: mai level
]/ e . ) s€ co murc indent khdc nhau,
cho biét heading Heading 2 2 . x L
o i level cang thap (heading cang
dang duwoc hién thj trong muc luc * N Heading 3 3 . \ o
. . A nho) indent cang nhiéu
(C6 3 heading 1,2,3 trong muc luc hién tai) Heading 4

Heading 5 . | HEADING 1................
Qutline levels 1.1 HEADING 2 ..............
e I.1.a Heading 3........

Reset OK Cancel




Tab References — Group Table of Contents Custom Table of Contents - Options

Table of Figures (Level 1) bén trong Table of Contents
Table of ‘ X o
Contents v Hinh 1: Hinh dai dién 2 1
Hinh 2: Hinh daidién2 3 1
Custom Table of Contents... ’
Bang 1: BAngsosanh 2 1
Options... Bang 2: Bdng minh hea 3 1
Bi€u d6 1: Biéu d6so sanh 8 1
Table of Contents Options ? X
Microsoft Office 2
Build table of contents from:
Styles o OO 2
Available styles: TOC level: EXCOI .tttk h ekt h e h et h et h ettt ettt 3
Heading 6 " Lo =Tq Yo [ O OSSP SSSPPPRRPPP 6
Heading 7 Microsoft Browser 8
Heading & INEEINEE EXPIOIE ...ttt e e e et e e e e et e et e e e ast e e ssteenns e e ansteeansaaeassaennsaannsaeanssaannsaannns 8
ui
Heading 3 Microsoft Edge
Normal
Table of Figures
Qutline levels
[] Table entry fields A 2 . n oA . P
Nhap level cua Table of Figures muén hién thj trén muc luc
Reset Cancel

Duwa Table of Figures vao Table of Contents

Table of Figures chi xudt hién trong Available styles: khi ngudi dung dé Insert Table of Figures
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Caption (Level 3) bén trong Table of Contents

Table of
Contents v

. Bang 1: Bang so sanh
Custom Table of Contents... Hinh 1: Hinh dai dién

Hinh 2: Hinh dai dién 2

Options...

Table of Contents Options

Powerpoint
Biéu dd 1: Biéu d6 so sanh
Build table of contents from:
Styles IVIICrOSOFt BrOWSEN cucuviuriuiisiisititisiisisististesessessistesessessistesesaessessssssaessessesssasesessssssatesessestentesessessessssessessensensenes 8
Available styles: TOC level:
. L =Ta LT 2 o) (o 4 = USSR 8
Caption .
I, ) LAY Lol oY) i e [ L= USSR 12
v .
Heading 1 1
Y Heading 2 2
Y Heading 3 3
Heading 4
Heading 5

Qutline levels

|:] Table entry fields

Duwa Caption vao Table of Contents

Nhép level cua Caption muén hién thj trén muc luc

Table of Figures chi xudt hién trong Available styles: khi ngudi ding dé Insert Table of Figures
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Table of
Contents v

Custom Table of Contents...

Options...

Outline levels

Hién thj ché dé dan y theo cdp béc
Table entry fields

Cheén TOC théng qua cbng cu
Mark Table of Contents Entry

Custom Table of Contents - Options

Table of Contents Options

Build table of contents from:

Available styles:
Caption
Heading 1
Heading 2
Heading 3
Heading 4
Heading 5

Qutline levels
[ Table entry fields

‘ Reset

TOC level:

OK

Cancel
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Mark Table of Contents Entry

Mark Table of Contents Entries |d c6ng cu ndng cao cho phép ngudi dung ddnh déu vidn ban muén dwa vao

muc luc mét cdch thu céng ma khéng dung heading

Khi nao nén sw dung?

St dung khi nhém cdc doan vén cé cung chd dé nhung khéng tim dwoc néi dung khdi qudt cda chu dé dé lam

heading. Néu dwva cé doan vdn ddu tién vao muc luc sé khién muc luc tré nén “qud khé” khéng chuyén nghiép

Conteqts

Microsoft Wordean duoc biét dén véi tén khac |a Winword, 1a mot chwong trinh soa 30 van ban

pho bién hién nay cla ¢érg ty phan mém ndi tiéng Microsoft. N6 cho phép n

ing da phuong tién (multimedia) khac am thanh, video khiérrcho viéc soan thdo van ban duvoc
L1 LU LT o IR A =10 1 T 7 o VO o

Microsoft Excel la chuwong trinh x&r ly bang ti am trongkd Microsoft Office cia hang phan mém
Microsoft duworc thiét ké dé gitup ghi lai-Afinh bay cac théng tin xPidudi dang bang, thuc hién tinh toan

va xay dyng cac s6 liéu théng ké&truc quan cé trong bang tir Excel. Ciing

Lotus 1-2-3, Quattro Pre™. bang tinh cGa Excel cling bao gom nhiéu 6 duoc tao
nhap di? liéu yatap cong thirc tinh toan trong Excel cling cé nhitng diém tuong tw, tuy nhién Excel cé

nhiéu tirrh nang wu viét va co giao dién rat than thién véi ngudi dUNg. ......covveeveieeeciieeeeeecee e e 1

ung lam viéc véi van
ban thé (text), cac hiéu &rng n ong chi¥, mau sic, cung véi hinh anh-é6 hoa (graphics) va nhiéu hiéu

cac chuong trinh bang tinh
cac dong va cdt, viéc




Tab References — Group Table of Contents § EXPERT Mark Table of Contents Entry

Cdch tiép cdn hép thoai Mark Table of Contents Entry? khi céng cu nay khéng cé sén

& nhém Table of Contents ciing nhu tab References

#1: Sir dung té hop phim: Alt + Shift + O

#2: Thém command button lén Quick Access Toolbar hodic tao Group (nén & tab References) chira né

Hép thoai ddnh déu néi dung
muén dwa vao muc luc

Mark Table of Contents Entry ? X
Entry: ‘

Table identifier: | C v

Level: 1 =
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#2: Thém command button Ién Quick Access Toolbar

Mark Table of Contents Entry

Word Options ? X
G | . .
enera E‘Eﬂ Customize the Quick Access Toolbar.
Display
Proofi Choose commands from:® Customize Quick Access Toolbar:®
roofing
‘ All Commands V‘ For all documents (default) v
Save
Language [ TvTaTag e
@ Manage Accounts E Autosave
Ease of Access |_“_|g. Manage COM Add-ins z) save ,
Manage Other Add-ins... Undo
Advanced ) Dod
E Manage Sources... Y
Customize Ribbon A Manage Styles © Mark Entry
. Mapping [e) _J
uick Access Toolbar o
Q G} Mark Areas to Keep D Add >> .
Add-ins (—} Mark Areas to Remove g
. [\b‘/ Mark as Final ¥
rust Center -é’:p MeseCitat
E Mark Entry i i
'E'[ Mark Tndex Entry
Master Document
Master Document | :
m Customizations: ®
Show Quick Access Toolbar below the Ribbon Import/Export ¥ ®
I oK | ‘ Cancel

Quick Access Toolbar

B9 - 0® -

T
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#2: Tao Group (nén & tab References) chira command button

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

IE[% Customize the Ribbon and keyboard shortcuts.

Choose commands from:®

‘ All Commands

S0 Keep
Mark Areas to Remove
Mark as Final

tation

Mark Entry

Mark Index Entry
Master Document
Master Document Tools
Master Document View
Match Fields...

Matrix

Maximize All

Menu Mode

Merge...

Merge

Merge Cells

Merge Formatting
Merge Formatting
Merge List

Merge Table

B Irl [ (O] Mg

o
Ze

Tl 20 oL HHm

Keyboard shortcuts:

Customize the Ribbon:@
| Main Tabs

Table of
Contents v

Main Tabs

Mark Table of Contents Entry

? X |

Home Insert Draw

) Add Text v

D' Update Table

Table of Contents

Design Layout References
@ E‘] Insert Endnote
ak} Next Footnote v
Mark Insert > extrootnote
Entry Footnote E Show Notes

Mark TOC Entry

Footnotes N

@5iog Post

B nsert (Blog Post)
@ outlining
@5Background Removal
@Home

@ insert

@oraw

@ esign

Layout

5| @ References

Table of Contents

Bl Mark TOC Entry (Custom)
@ Mark Entry

I Footnotes

m

I New Tab | | New Group l

Customizations: @
Import/Export ¥ | ®

| OK

|| Cancel |

T
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Yéu céu chi cGn dwa 2 cum “Microsoft Word” va
Mark Table of Contents Entry ? X

“Microsoft Excel” vao muc luc .
Entry: |Microsoft Word

Microsoft Word,|con dudc biét dén vdi tén khac la Winword, [a mot chuong Table identifier: | C v
trinh soan thao van ban phé bién hién nay clia céng ty phan mém néi tiéng Level : =
Microsoft. N6 cho phép ngudi dung lam viéc vd@i van ban tho (text), cac hiéu T :
ng nhu phéng chit, mau sac, cung vdi hinh anh dé hoa (graphics) va nhiéu -
on A . . ) A . o Cancel
hiéu Ung da phuadng tién (multimedia) khac nhu am thanh, video khién cho

viéc soan thao van ban dudgc thuan tién hon.

Microsoft Excel|la chuang trinh xtr ly bang tinh nam trong b Microsoft Office
clia hang phan mém Microsoft dudc thiét k& dé gilp ghi lai, trinh bay cac
thong tin xtr ly dudi dang bang, thuc hién tinh toan va xay dung cac sé liéu
thdng ké truc quan c6 trong bang ti Excel. Cling nhu cac chudng trinh bang
tinh Lotus 1-2-3, Quattro Pro... bang tinh cta Excel cling bao gém nhiéu 6
dugc tao bdi cadc dong va cét, viéc nhap dir liéu va lap cong thdc tinh toan
trong Excel cing c6 nhitng diém tuong ty, tuy nhién Excel c6 nhiéu tinh nang Entry: ’Microsoft Exce||
uu viét va cé giao dién rat than thién vdi ngudi dung.

Mark Table of Contents Entry ? X

Table identifier: | C v

A

Level: 1

v

* Entry: néi dung (béi den trudéc) muén dwa vao muc luc,

- Table identifier: C (mdc dich, khéng thay déi), Cancel

s Level: 1 (cdp bdc thé hién trong muc luc)
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Ché dé Paragraph Mark dwoc bat ngay sau khi Mark

NGi dung trong {TC... TC} s€ xudt hién trong muc luc Mark Table of Contents Entry . y
Microsoft-Word{1c"Microsoft-Word"yfci1"},fcon-dudc bigt-dén-vitén-khac enty: Microsoft Word
la-Winword,-la-mét-chuong- trinh- soan- thao-van- ban- phé- bién- hién- nay- clia- ~oble identifer | c
- — e e n . , , N . n able identifier: v
cong-ty- phan-mém-ndi-tiéng- Microsoft.-N6- cho- phép- ngudi-dung-lam-viéc-
Level: 1 =

v3i-van-ban-tho- (text),-cac-hiéu-ng-nhu-phéng-chit,- mau-sac,-cing-vdi-hinh-

anh-do-hoa:(graphics)-va-nhiéu-hiéu-ing-da:- phudng-tién- (multimedia)-khac:
Mark Cancel

nhu-am-thanh,-video-khién-cho-viéc-soan-thao-van-ban-dugc-thuan-tién-han.1

Microsoft-Excell(-Tc-"Microsoft- Excel"\f.c\I"1"}-[a-chuang-trinh-xu-ly-bang-tinh-
nam-trong-bé-Microsoft:Office-clia-hang-phan-mém-Microsoft-dugc- thiét-ké-
dé-giup-ghi-lai,-trinh-bay- cac-thdng-tin-xur- ly-dudi-dang-bang,- thuc- hién-tinh-
toan-va-xay-dung-cac-so-liéu-théng-ké-tryc-quan-cé-trong-bang-ti-Excel.-Cling:
nhu- cac- chuong- trinh- bang- tinh- Lotus- 1-2-3,- Quattro: Pro...- bang- tinh- cla-

. . - o oo o Mark Table of Contents Entry ? X
Excel-cling-bao-gom-nhiéu-6-dudc-tao-bdi-cac-dong-va-cot,-vieéc-nhap-di-liéu-
va-lap- cédng- thic- tinh- todn- trong- Excel- cling- c6- nhitng- diém- tuong- tu,- tuy- Entry: ’Microsoft Excell
nhién-Excel-cé-nhiéu-tinh-nang-uu-viét-va-cé-giao-dién-rat-than-thién-vgi-ngudi: Table jdentifier: | C v
dung.f Level .
Level: 1

v

{TcM icrosoft-Wo rd\fc\|1}

< | 3 .
7 AN

Entry Level: 1
Table of Contents Table indentifier: C
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MiCroSOft-WOrd ......c.ceeeeeeeeeveeeeeeeeeeeeesssssssssnnee Prvveeeeeseeessssssss s 11 Table of Contents Options vX
MICTOSOTE EXCEL . R sessssssssssssssssssssssssssssssssnnes 11 Build table of contents from:

g [:] Styles

T Available styles: TOC level:
Microsoft-Word{A-Tc-"Microsoft-Word"-\f~c-\|-"1"-}',-cén-du<jc-biét-dén-véi-tén-khéc- Heading 1 1
la-Winword,-1a-mot- chuong- trinh-soan-thao-van- ban- phé-bién- hién- nay: cua- Heading 2 -

cong- ty- phan-mém- néi- tiéng- Microsoft.- Né- cho- phép- ngudi- dung: lam- viéc- Heading 3 3
v@i-van-ban-thé- (text),-cac-hiéu-ing-nhu-phong-chit,- mau-sac,-cung-vdi-hinh- Heading 4
anh-doé-hoa-(graphics)-va-nhiéu-hiéu-ng-da-phuong-tién- (multimedia)-khac:
nhu-am-thanh,-video-khién-cho-viéc-soan-thao-van-ban-dudc-thuan-tién-hon.1 Heading 5
Microsoft-Excel{tc-"Microsoft-Excel"\f-.c\I"1"}-1a-chudng-trinh-x{-ly-bang- tinh- — v
nam-trong-bo-Microsoft-Office:clia-hdng-phan-mém-Microsoft-dugc- thiét-ké- (] Qutline levels

dé-giup-ghi-lai,-trinh-bay- cac-thdng-tin-xu- ly-dudi-dang-bang,- thuc-hién-tinh-

toan-va-xay-dung-cac-sé-liéu-théng-ké-truc-quan-cé-trong-bang-tu-Excel.-Cling:
nhu- cac: chudng- trinh- bang- tinh- Lotus- 1-2-3,- Quattro- Pro...- bang- tinh- cta- Cancel
Excel-cling-bao-gom-nhiéu-6-dugc-tao-bdi-cac-dong-va-cét,-viéc:-nhap-di-liéu-

va-lap- cong- thic: tinh- toén- trong- Excel- cling- c6- nhitng- diém- tuang- ty,- tuy-
nhién-Excel-c6-nhiéu-tinh-nang-uu-viét-va-cé-giao-dién-rat-than-thién-vsi-ngudi-

dung.1
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Thay d6i néi dung muc luc néu can, quy tdt la luén nam trong {TC... TC}

Microsoft-Word'{‘-Tc-"Microsoft-Word-—-Word -\f-c-\l-"1"-}:,-cén-dUdc-bié’t-dé’n-vdi-tén-
khac:1a-Winword,- [a- mét- chuong- trinh- soan- thao- van- ban- phé- bién- hién- nay- cla-
céng-ty-phan-mém:-néi-tiéng-Microsoft.-N6-cho-phép-ngudi-dung-lam-viéc-vdi-van-
ban-tho- (text),: cac- hiéu- (ing- nhu- phdng- chit,- mau- sac,- cung- véi- hinh- anh- dé- hoa-
(graphics)- va- nhiéu- hiéu- ing- da- phuang- tién- (multimedia)- khac: nhu- am- thanh,-

video-khién-cho-viéc-soan-thao-van-ban-dugc-thuan-tién-hon.-1

Microsoft-Excel{Tcl'Microsoft-Excel--Excel” f-c-\l-"1"-}-Ié-chuang-tr‘lnh-xif-ly-béng-tl'nh-
nam-trong- bo- Microsoft- Office: clia- hang: phan- mém:- Microsoft: dugc: thiét- ké- dé-
gitp-ghi-lai,- trinh-bay- cac- thong- tin-x- ly- dudi-dang- bang,- thuc- hién- tinh- toan- va-
xay-dung- cac- sé- liéu- théng- ké- truc- quan- cé- trong- bang- tu- Excel.- Cling: nhu- cac:
chuong-trinh-bang-tinh- Lotus- 1-2-3,- Quattro- Pro...-bang- tinh- ca- Excel- cling- bao-
goém:-nhiéu-6-dugc-tao-bdi-cac-dong-va-cot,-viec-nhap-di-liéu-va-lap-cong-thic-tinh-
toan-trong-Excel-cling-c6-nhitng-diém-tuong-tu,-tuy-nhién-Excel-cé-nhiéu-tinh-nang:

uu-viét-va-co-giao-dién-rat-than-thién-vsi-ngudi-dung.f

Mark Table of Contents Entry

Right click vao muc luc ™ Update Field

A Cut
™ copy

|_ﬂ"EI Paste Options:

A=y

Dl Update Field

Edit Field...

Toggle Field Codes

Font...

u >

Paragraph...

i

A

MiICroSOft-Word: ="WOrd ........oeeeeeeeeeeeeeeee e e e e e e e —————aaeeaara—— 19

MICTOSOTE EXCEI = EXCI ..o T et e e e e e e e e e e ee e e eeeneeen 19

Muc luc dd duoc thay déi ma khéng lam dnh hwdng dén néi dung géc
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Table of
Contents v

Custom Table of Contents... Style ? X

Please select the appropriate style for your index or table entry
Modify...

Styles:
TOC1 New...

TOC 1

"Toc 2 Delete
"T0C 3
7 ) ~ A . T

9 TOC twong wrng vai 9 cGp bac Heading 482:

(9 level) Trocs
"T0C 7
"TOC 8
"TOoC 9

Preview

SAMPLE o814 . Tuy chinh tirng TOC theo Style

Font: 10 pt, Bold, All caps, Complex Script Font: +Headings

CS (Angsana New), 11.5 pt, Bold, Space .
Before: 6 pt
After: 6 pt, Style: Automatically update, Hide until used,

OK Cancel
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Table of
Contents v

Custom Table of Contents...

Modify...

Modify Style
Properties
Name:
Style type:

Style based on:

Style for following paragraph:

Formatting

X
TOC1
Paragraph v ‘
= Heading 1 v ‘
" Normal 3

Calibri Light (Headin | 16 'v‘ B I U ‘_ﬂ Latin

i
il
il
]

-]

A
(2

v=
r=

€ >

SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE
TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT
SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE
TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT
SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT

Indent:
Left: 0"
First line: 0", Space

After: 5pt, No bullets or numbering, Style: Automatically update, Hide until used, Priority: 40 7

D Add to the Styles gallery Automatically update

® Only in this document (O New documents based on this template

Format ~

Cancel

Custom Table of Contents - Modify

Dinh dang TOC1 dwa trén Heading 1
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"|':_1?| Add Text v Home \

Thao tdc Add Te,x_t va chon Ie\./el AaBbCcDd AaBbCcDd AgBbCc¢ AaBbCcC Aa B AaBbCcD
tu’o’ng dU’O'ng voi apply headlng T Normal 1 No Spac...  Heading 1 Heading 2 Title Subtitle |3

/ Styles

ezl

Khéng apply heading Do Not Show in Table of Contents

Heading 1 | tevell
Heading 2 ‘level2
Heading 3 level 3

Chapter 1:

Outlining | |Level 1 l Thao tdc chon level tai Add Text (tab References)

giéng vdi thao tdc chon level & tool tab Outlining
(sau khi chon ché dé xem Outline & tab View)

Level 1
Level 2

Level 3
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D' Update Table I

Update Table of Contents

? X

Word is updating the table of contents. Select one of the

following options:

(o) Update page numbers onIy{

O Update entire table

Update Table of Contents

Chi cdp nhét sé trang (khi heading khéng thay déi),
Cép nhat toan bé cdc thanh phén trong TOC

FE‘I Paste Options:

i

Dl Update Field

Edit Field...

Toggle Field Codes

A Font...

=q Paragraph...

Hodc Right-click vao muc luc # Update Field



