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These are the basic steps in setting up navigation for a Table of Contents, Lists of Figures and List
of Tables in Microsoft Word documents for report writing.

1.0 Navigation

Navigation should be turned on in the ‘View’ tab as below:

File Home Insert Design Layout References Mailings Review View Help

,E—]E\@EIOutline D(ﬂ‘ IE 4] Ruler Q [E] onePage —Ii—j g = EjViewsudebys|de %

=] Draft [] Gridlines Multiple Pages

Read | Print | Web Focus Immersive | |Vertical| Side . Zoom 100% P New Arrange Split ) Switch
Mode |Layout| Layout Reader to Side Navigation Pane «- Page Width Window  All 2] Windows v
Views Immersive Page Movement Show Zoom Window
) ) L |‘2-|-1-|-’>_‘:i|-|-1- S2 3 A5 B Z G 0 10 L 120 p 31 g4 1 45 1Ay
Navigation Voo
Table of Contents
Search document P
) 1.0  WELL SUMMARY 6
Headings Pages Results
- 1.1 WELL DATA TABLE 211/12a-M68 (MC09) 6
2 1.OWELL SUMMARY 1.2 EXECUTIVE SUMMARY 211/12a-M68 (MC09) 7
1.1 WELL DATA TABLE 211/12a-M...
1.2 EXECUTIVE SUMMARY 211/12... 1.3 BACKGROUND TO THE WELL 8
13 BACKGROUND TO THE WELL 1.4 RESERVOIR OVERVIEW 13
R R R B 1.4.1 Reservoir Pressure

1.4.1 Reservoir Pressure 1.4.2 Reservoir Conditions and Characteristics
1.4.2 Reservoir Conditions and...

1.5 WELL OBJECTIVES, TARGET DE... 1.5 WELL OBJECTIVES, TARGET DEFINITION AND TD CRITERIA.

1.5.1 Well Objectives ......

[

1.5.1 Well Objectives 1.5.2 Target Definition.
1.5.2 Target Definition 1.5.3 Total Depth Criteria....
1.5.3 Total Depth Criteria 1.6 WELL STATUS 29
1.6 WELL STATUS .
1.7 WELL HISTORY 1.7 WELL HISTORY 23
4 1.8 DRILLING GEO-HAZARDS
1.8 Shallow Hazards 1.8 DRILLING GEO-HAZARDS

1.8.1 Shallow Hazards ........................ .
1.8.2 Drilling Hazards in the Overburden and Reservoir.

1.8.2 Drilling Hazards in the O...

Headings can then be added using the ‘Styles’ menu. These can then be formatted and appear in
the Navigation pane as shown on this page below:
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New Heading’s and Subheading’s can then be added before/after as required by right clicking in
the Navigation pane:
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2.0 New Heading
2.1 Subheading
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3.0 Table of Figures

Figures or Tables can be added by selecting ‘Insert Caption’ in the ‘Captions’ section of the
‘References’ tab:

Figure 1: Title of the first Figure
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The caption can then be edited for font, colour, style etc accordingly.

The Table of Figures generally in the Document Index can then be added by selecting ‘Insert
Table of Figures’ in the ‘Captions’ section of the ‘References’ tab. Again, this can be edited for
font, colour, style etc accordingly.
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of Figures' in the 'Captions’ section of the 'References’ tab. Again, this can be edited for font, colour,

Each time a new Figure Caption is added, right click on the Table of Figures, click ‘Update Field’

and select ‘Update entire table’ or Update page numbers
Table:

only’ and the new Figure will appear the
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Word is updating the table of figures. Select one of
the following options:

O Update page numbers only
(® Update entire table

Cancel

The same applies for Captioning ‘Tables’ and adding a ‘Lists of Tables’.
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4.0 Cross-referencing

Cross referencing Figures or Tables can be done in the main body of the text using the ‘Cross-
reference’ button in the ‘Captions’ section of the ‘References’ tab as in the example below:
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This allows you to ‘Ctrl+Click’ to follow the link and also if you change the Figure number it
should automatically update.
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