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How to create dynamic tables of contents in a CSR Version 1.0

1. Introduction

The tables of contents in a Chemical Safety Report (CSR) that is exported from IUCLID 6 in RTF
format are static text. This document describes how to convert the tables of contents to dynamic
versions in MS Word. These can be updated automatically to reflect changes in the content of the
CSR.

These instructions describe how to build a dynamic table of contents that relies on MS Word
Styles. Each numbered heading must be placed in a specific MS Word Style for its level in the
hierarchy. Once that has been done, a table of contents (TOC) object is inserted in to the Word
document where the table of contents is to go.

To make the process as simple as possible, only the following built-in styles are used for the tables
of content:

Heading 1
Heading 2
Heading 3
Heading 4
Caption

What must be done is to place all the headers that should be in the table of contents in to one of
the styles indicated above. After that, the static tables of contents that come with the RTF
document can be replaced by dynamic ones. On opening a CSR in RTF format within MS Word, all
the text is placed in the default MS Word Style, which is named Normal. Any differences in
formatting of the text that may be visible are caused by static formatting instructions that have been
applied over the default style. These should be ignored.

2. Setting the styles

Open the RTF document in MS Word. Save it in docx format. Open the window for styles, by
clicking on the icon indicated below:
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AaBbCcDe AaBbCeDe AaBbC( | _ i

TMormal = TMoSpac.. Heading 1 Editing
= Styles @ »
Styles T
Clear All
Normal T
Mo Spacing T
Heading 1 n

Show all the styles. This is done from Styles > Options > Select styles to show, as shown below.
The link is at the bottom right of the window.

+ Show Preview
Disable Linked Styles

e Dptiunt}...

=]

-—h—+ 100

Style Pane Options ? et

Select styles to show:
Reth ¥ L

Recommended

|:| Font formatting
|:| Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used

|:| Hide built-in name when alternate name exists

@ Only in this document O Mew documents based on this template
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4 How to create dynamic tables of contents in a CSR Version 1.0

It is easier to find the required styles, if they are ordered alphabetically. Set the order as shown
below. This is the same window as the one shown above:

Style Pane Options ? =

Select styles to show:

All styles w
Select how list is sorted:

Alphabetical

As Recommended h‘
Font
Based on

By type
- |

OOTTCC OT T T C g T T T e g

Select how built-in style names are shown
Show next heading when previous level is used
|:| Hide built-in name when alternate name exists

@ COnly in this document O Mew documents based on this template

The idea is to select all the headings of a particular level, and to then apply the appropriate MS
Word Style to them, in a single action. All the headings at a particular level can be selected at once
because they have the same unique formatting. To do this, first place the cursor somewhere in the
heading, as shown in the example below for a heading at level one.

Test CSE

1. IDENTITY E SUBSTANCE AND PHYSICAL
AND CHEMIC ROPERTIES

1.1. Name and other identifiers of the substance

Next, select all the other headings at that level, by using the feature:
Editing > Select > Select all text with similar formatting

An example is shown below.
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AaBbCcDc AaBbCeDe AaBbC i
TMormal = TMNoSpac.. Heading 1

Styles

All the level-one headers should have been selected. Put them in the style Heading 1, by clicking
on the style in the style window, as shown below.

P Styles Fa | | M
#% Find - .
w
St}'les abe Replace
Footnote Text % Select~ Ta
Editing
Header 14
Heading% 12
= .‘., ﬂ
YSIC :
Heading 3 1a
Heading 4 Ta
wing characteristics Heading 5 Ta
deaddiao & a

Repeat this process for all the levels of header. In some cases, there are instances of a particular
heading level that do not share exactly the same formatting, and so cannot be selected all in one
go. In such cases look out for headers that are still in the MS Word Style, Normal, and simply
repeat the process described above until all the headers are in the appropriate style.

Repeat the process for table headers, placing them in the style Caption, as shown below.
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6 How to create dynamic tables of contents in a CSR Version 1.0

Body Text Indent o
1. IDENTITY OF ocy Textincen
AND CHEMICAL Body Text Indent 2 1
* ma
1.1. Name and other i Body Text Indent 3 12
The substance ECHA Substance iz a Book Title a
and physical-chemical properties (se Contt
The following public name is used: ﬂPfIEﬁ |E|
Table 1.1. Substance id Closing 12
CAS number: Comment Reference a
CAS name: i,
Camment Suhisct

Put the section headers Part A, Part B, and Annexes in to the style Heading 1.

When all the items that are to be in the tables of contents are in the appropriate styles, create the
tables of contents, as described in the next section.

3. Creating tables of contents

Delete the tables of contents that came with the RTF file. Leave the headers of the tables in place,
and create a paragraph underneath them in the style Body Text, as shown below:

Styles v X

2 © | Clear Al

Balloon Text 13

Bibliography bl
Table-of-ContentsY |_Block Text |

@ 4 Body Text Ta

Body Text 2 T4
List-of-Tablesq
1 Section Break (Mext Page) .

Insert a default automatic table of contents using the feature:

References > Table of Contents > Built-in > Automatic Table 1

Annankatu 18, P.O. Box 400, FI-00121 Helsinki, Finland | Tel. +358 9 686180 | Fax +358 9
68618210 | echa.europa.eu



How to create dynamic tables of contents in a CSR

Release date July 2018

E HOME INSERT

DESIGH PAGE LA&YOU REFEREMCES
E Add Text - i1 Insert Endnote l:_:li o
Dl Update T ﬁE; Mext Footnote - E
Table Insert Insert
Cant Footnote Show Motes Citation =
Built-In Citations
Autom
Y zubstances
Contents
HEBHIE Lo s s 2 2 4 42 4 b b 1
Heading bt bbb st b 1

Check the table of contents for completeness, and for accuracy of page numbering. An example is

shown below.

Table of Contents

Contents

i 5
1. SUMMARY OF RISK MAMNAGEMENT MEASURES...ccvies rivinsasmiesnienns i)
2. DECLARATION THAT RISK MANAGEMENT MEASURES  ..viviienrienns 7
3. DECLARATION THAT RISK MANAGEMENT MEASURES  ..viviieerienns 8
i U 9
1. IDENTITY OF THE SUBSTANCE AND PHYSICAL ANDCH  ovvvivvveenne 10

For the list of tables, insert a custom table of contents, as shown below:
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HOME INSERT DESIGN PAGE LAYOUT ’7

4@ Add Text - ABI lﬁj Insert Endnote

D! Update Table ﬁ-E; Mext Footnote =
Insert

Footnote Show Motes

Table of

e m

Next, select Options, as indicated below.
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Table of Contents ? X

Index | Table of Contents | Table of Figures = Table of Authorities

Print Preview Web Preview
Heading 1....ccoovveeeeievrmmnerermnnnees 1|~ Heading 1 ”
1= 1 Title
Heading 2 .oocoeeeveececcree e 2 Heading 2
Heading 3uevnveeeieniecieeveenns 5 Heading 3
" "

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |..... A
General

Formats: From template w

Show levels: |3 =

Modify...

— —
Options...

Remove all the entries in the right-hand column, and then enter “1” in to the box for the style
Caption.

Table of Contents Options ? X

Euild table of contents from: Ié
[v] Styles
Available styles: TOC level:

Body Text
¥  Caption @
Heading 1
Heading 2
Heading 3
Heading 4

Cutline levels
[ ] Table entry fields

Beset Cancel
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10  How to create dynamic tables of contents in a CSR Version 1.0

Click on OK for the dialogue boxes for Options and the Table of Contents window. For the dialogue
about replacing the table of contents, click on No, as shown below.
Microsoft Word it

o Do you want to replace the selected table of contents?

| Yes | f Mo Cancel

Check the List of tables for completeness, and for accuracy of page numbering. An example is
shown below.

List of Tables

Table 1.1. Substance Identity e s ——————————- 11
Table 1.2, ConstiUENTS ..o s s n e s bae 11
Table 1.3. Physicochemical properties ... s e 13
Table 2.1, ManUTaCUre . s s s s sea s ran 14

Please note that the numbering of the headers is static. The numbers are part of the heading. In
many cases, the numbering of the heading corresponds to the section numbering in IUCLID 6, and
therefore it may be clearer to leave them as they were exported from IUCLID 6.
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