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Using Heading Styles

Heading styles are used to differentiate between the levels of headings. If done correctly, it will

make creating a table of contents much easier.

STEP 1:

Determine the divisions and sub-sections of your work. Give each section a heading. It will be

easier if done as you go rather than at the end.

First Main section (Level 1 Heading)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla eget mattis lectus, ut
pellentesque nulla. Etiam ac ullamcorper velit. Maecenas non-cursus purus, eu faucibus diam.
Curabitur nec porttitor mis1. Pellentesque sed aliquam est, nec consequat arcu. Morbi dictum sat
amet quam sit amet luctus. Aenean porttitor tortor lectus, ut maximus elit eleifend non.
Vestibulum egestas lacus nec aliquet mattis. Quisque aliqguam rutrum ligula, eget faucibus justo

egestas 1d. Morbi mi metus, sodales eu purus non, commodo mattis urna.

STEP 2:

Note the pre-formatted styles in the editing ribbon.

TMNormal | TMoSpac.. Headingl Heading2 Title Subtitle  Subtle Em... Emphasis  Intense E. Strong Quote Intense Q... Subtle Ref... Intense Re...

Styles

AaBbccDd | AaBhcend AABB  AaBb(C /—\/—\ AaBbCcD AaBbCcDd  4Ao5bCcDd! AaBbCeDdl MaBbCeDdE AaBbCeD AABBE(C AsBeCCDC AABBCCDI AaBbCcDt
Book Title | =

.
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STEP 3:

Highlight the heading in your writing and chose an appropriate heading style. This will change
the look of the heading to match the pre-formatted style and designate this as a heading that

will be included in your Table of Contents.

AaBbCcl AaBbCcl | AaBbC( AaBbCcC
TMormal T MNo Spac.. Heac[i.;;ug1 Heading 2

First Main section (Level 1 Heading) N

Lorem ipsum dolor sit amet, consectetur adipiscing elit.

pellentesque nulla. Etiam ac ullamcorper velit. Maecenas non-cy

STEP 4:

If you dislike the pre-formatted styles, you can modify them to your preference. Format the
text the way you want it to appear. You can change the font, color, paragraph spacing, etc.
Once you are content with it, right click on the style you want to change and choose “Update
[heading name] to Match Selection”. Alternatively, you can choose “Modify” and make your

changes in the dialog box that appears rather than in the text of your writing.

AaBbCil AaBbCecl AaBbCeD AaBbCcD
Hea Update Heading 1 to Match SEIecﬁn
A Modify...

Select all: (Mo Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar "
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Creating & Formatting
Page Numbers

Most formal writing requires page numbers. To learn the basic steps for creating page numbers,
refer to Steps 1-3. To learn how to create and format different types of page numbers within

the same document, refer to the Formatting Instructions at the end.

STEP 1:

Go to the “Insert” tab of your document.

Ut References Mailings Review View

BEEEFEEEETE

Cover EBlank Page Table  Pictures Online Shapes lcons 3D SmartArt Chart Screenshot ,“M}r

Page~ Page Break 2 Pictures - Madels -
Pages Tables Illustrations

In the editing ribbon, you should now see a section for “Header & Footer”. In this section, you
will find an icon with the words “Page Number” and a drop-down arrow indicating more

options. Click on this icon to open the drop-down menu.

O DR EE 4

Header Footer Page D} Text  Quick WordArg

= *  MNumber~ Box~ Parts~ =
Header & F [#] Top of Page 3
[ Bottom of Page k

l+] Page Margins b

[#] Current Position »

Erg Eormat Page Mumbers...
ES'.; Eemowve Page Mumbers
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STEP 3:

Hover over the option that designates the desired location of the page number, and you will be
presented with several pre-formatted options. Choose the option that corresponds with any
formatting instructions given by your instructor or the academic style guide that you are using.

This will automatically number your pages using the format that you chose.

5 S Signature Line -
LS Hover to see Jdininuniy [ M §)

Date & Time
Page Text E}{ﬂmples

Equation Symbol
¥ Object - = =

Number= Box~ rois e

B Top of Page 3 Text symbols
[«] Bottom of Page ¥ Simple

k] Page Margins ¥ | Plain Number 1

[#] Current Position k

Erg Format Page Numbers..,
ES'.; Bemove Page Numbers

Flain Mumber 2

Select a pre-
formatted option [s ;
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FORMATTING INSTRUCTIONS:

To format your page numbers, return to the “Page Number” options. Choose “Format Page
Numbers...” which will open the “Page Number Format” dialog box. The first option is a drop-
down menu next to the words “Number format”. The drop-down menu gives several options
for the type of pagination you can use. This is where you can change the numbers to small
Roman numerals for your cover page, table of contents, and lists of figures and tables. The
option “Page numbering” allows you to control the numbering between sections by letting you
have a different type of numbering or by restarting the numbering after a section break. In
order to have two different styles of numbering (e.g., Arabic numerals and Roman numerals)
within the same document, you will need to use a section break to separate the two numbering
systems and format them individually by opening the “Page Number Format” dialog box while
viewing a page from the section you want to format. For more on section breaks, see the

Section Break Guide.

D D A 4 Page Mumber Format 7 X
# -

Header Footer  Page Text  CQuick WaordAr Number format: 3,
w2 - Mumber= Box~ Parts~ - e
-
Header & F [® Top of Page b [ Include chapt R
- ] br cr e
@ Bottom of Page k Chapter startsip g C ...
i i, i, .. v
El Page Margins 3 Use separator ~TIFETTET]
[#] Current Position 3 Examples: 1-1, 1-A

Erj Format Page Mumbers... Page numbering

E;{ Remove Page Numbers l:::l Continue from previous section

-

(@ startat: 1 :

oK Cancel
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UNNUMBERED TITLE PAGE:

If your instructions or style guide require you to have an unnumbered title page, double click on

the footer to bring up the “Design” tab and check the box for “Different First Page” before

creating your page numbers.

Header & Footer Tools

Different First Page
|| Different Odd & Even Pages
Show Document Text

Options
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Creating a Table of
Contents

If you’ve used heading styles, then creating a Table of Contents (TOC) can be done

automatically. Even if you add headings later, the TOC can be easily updated.

STEP 1:

Use heading styles to appropriately divide your work into sections and sub-sections. If you need

help, see the section of the guide that refers to heading styles.

AaBbCcl AaBbCcl | AaBbCo| AaBbCcl
TMormal T MNo Spac.. Heac]"~'t£|g 1/ Heading 2
L%

First Main section (Level 1 Heading) N

Lorem ipsum dolor sit amet, consectetur adipiscing elit.

pellentesque nulla. Etiam ac ullamcorper velit. Maecenas non-cy

STEP 2:

Insert page numbers and check to see that they are accurate and formatted to suit your needs.

If you need help, see the section of the guide that refers to creating page numbers.

OBl BHE 4

Header Footer Page Text  Cuick WordAr

- = Mumber~ Box~ Parts-~ &
Header &F [# Top of Page b
@ Bottom of Page 3

=] PageMargins 3

@ Current Position 3

Erg Format Page Numbers...
E;.g Rermove Page Mumbers
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STEP 3:

Once your document has heading styles denoting the important divisions and appropriate page
numbers, you're ready to create a table of contents. Go to the “References” tab of your

document and find the “Table of Contents” icon with an arrow indicating a drop-down menu.

Home Insert Design Layout References
Tﬁ Add Text - ABl |_|T[_i']lnsert Endnote ﬁ) Bf @',,Manage Sources
DI Update Table AE Next Footnote - EE style APA -
Table of & Inzert 5 Smart Inzert ,E‘ h"r )
Contents ~ Footnote Lookup Citation - £ Bibliography ~
Table of Contents Footnotes ra Research Citations & Bibliography

STEP 4:

Click on the “Table of Contents” icon to bring up the drop-down menu. If you choose an
“Automatic Table” option, Microsoft will automatically use your headings and page numbers to

create a Table of Contents. You can choose “Manual Table” to construct the table yourself.

File Home Insert Design Layout References
) Add Text ~ AB! I[i7) Insert Endnote p
[ Update Table AE Next Footnote ~
Table of Insert Smart
Contents ~ Footnote Lookup
Built-In

Automatic Table 1

Contents
Heading | 1

Heading 2 1
Heading 3 . . - . A

Automatic Table 2

Table of Contents
Hesding 1 ...... : . . : i

Headmg 2 1
Heading 3 . . . . . d

Manual Table

Table of Contents
Ty pe chapler tithe (level 1) 1

Type chapter title {kevel 2) 2

T'vpe chapier titke (level 3) . 3
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UPDATING AN AUTOMATIC TOC

If you make changes to your document after creating an automatic Table of Contents, you can
quickly update your table of contents to add any new headings or change the page numbers.
Click on the table of contents to bring up the “Update Table” option. Click on “Update Table” to
get a dialog box. If you only added length to your work, you can check “Update page numbers
only”. If you added a heading section, check “Update entire table”. Click OK and you should see

the change in your Table of Contents.

: E) -~ [ Update Table...i

Table of Contents I_
List 0f FIEUTRS oot e e s s s e e et ememems s enememeneseens 1L
Lt Of TaB]ES oo e e e s et ea e ecen e LV
First Main section (Level 1 Headimg) oot eece e emeeeeeees |
Sub-section (Level 2 Heading) oo sre e e eme e snnnes |

b

Points within sub-sections (Level 3 Heading) .o

[

Second Sub-Section (Level 2 Headifg) oo

y ?
Second Main sectil ikt ~ . 3

. Word is updating the table of contents. Select one
Sub-section of 31| of the following options: S

@EUpdate page numbers only:

D Update entire table

ADDING OR DELETING TEXT FROM AN AUTOMATIC TOC

Sometimes automatic tables may pick up text that you didn’t intend to be on your Table of
Contents or leaves off wording that should have been included. Usually it has to do with

heading styles. Here are some troubleshooting quick fixes:

Check Your Headings

Check to see if the wording was denoted as an appropriate style. If a heading didn’t show up on

your TOC, check to make sure it was given a heading style.

10
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If an entire paragraph of text showed up on your TOC, make sure it didn’t accidentally get

III

marked with a heading style. Highlight the text and click on the “normal” heading style. Normal

shouldn’t show up on your TOC.

Use “Add Text”

The “Add Text” drop-down menu on the “References” tab of your document can help you
quickly manage what appears and doesn’t appear on your TOC. For example, if you used the
“Subtitle” heading style but you don’t want it on your TOC, you can select the text in your
document and use “Add Text” to mark that lever as “Do Not Show in Table of Contents” and

that heading style will be removed from the TOC.

File Home Insert Design Layout References |

% ) Add Text ARl 7 Insert Endnote ﬁ)

Do Mot Show in Table of Contents gtnote -

Table of Srmart
Contents - Level 1 Lookup
Tabl} Level 2 a | Research

Level 3

You can also change the level of selected text by choosing a different Level in the drop-down

box.
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FORMATTING A TOC
Another way to make cosmetic changes to your TOC is by using the Custom Table of Contents

option. Select your Table of Contents, then return to the “Table of Contents” drop-down menu

and select “Custom Table of Contents”.

File Home Insert Design Layout References I

% % Add Text - ABl I Insert Endnate
[ Update Table AB, Next Footnate ~

Table of Insert Smart .-"l
antents ~ Footnote Lookup
Built-In I [
|
Automatic Table 1 J
f
Contents .
|
@ More able of Contents from Office.com 3

%) Custom Table of Contents... |

';.; Remove Table of Contents

This will open a dialog box with formatting options.
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Table of Contents

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

Print Preview Web Preview
Heading 1 ... 1 (» Heading 1 &
Heading 2 ... 3 Headmg 2
Heading 3 ... 3 Heading 3
W W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... ~
General
Formats: From template e
Show |evels: |4 =
Options... Maodify...
Cancel
1. Print Preview shows you what the text and indentation of your TOC will look like.

4.
5.

These options allow you to format the way the page numbers appear. “Tab leader”
changes the space between the labels and the page numbers.

Change the overall style of your TOC with “Formats” options or change the number of
heading levels shown in the TOC.

Choose “Options” to manually choose which heading levels should show in the TOC.
“Modify” allows you to change the style of individual levels in the TOC.

Click OK when you’ve made your changes. You will be asked if you want to replace the current

TOC with the changes you made. Confirm and you should see the changes reflected in your

TOC.

13
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Creating Page Breaks

In some formal writings, you will need to create a title page or a table of contents. When you
have a small amount of text on the page, pressing “Enter” until you get to the next page is a

formatting nightmare. Instead, page breaks should be used to move instantly to the next page.

INSTRUCTIONS:

Place your cursor at the point where you want to insert a page break. Go to the “Insert” tab of

your document and click on the “Page Break” icon.

B =B O e

Cover Blank | Page Table  Pictures Online
Page~ Page| Break v Pictures
Pages Tables

This will add a blank page and move your cursor to the top of it where you can begin your next
page leaving the rest of the previous page blank and without unnecessary formatting. See the

example below:

Title of Document
First and Last name of author

Other information as required by zssignment instructions

14
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Table of Contents
List of Figure

List of Tables

First Main section (Level 1 Heading)

Sub-section (Level 2 Heading)

Points within sub-sections (Level 3 Heading)

Second Sub-Section (Level 2 Heading).

Second Main section (Level 1 Heading)

Sub-section of second main section (Level 2 Heading).




Creating Section Breaks

Section breaks are inserted into a document to allow the author to format different parts of the
document individually. Adding a section break allows you to change the orientation of the

pages, change headers and footers, format columns onto a page without columns, etc.

STEP 1:

Go to the “Layout” tab of your document and find the “Breaks” icon with an arrow indicating a

drop-down menu.

@ @ IE 'ﬁ Breaks =

£ Line Mumbers -

Margins Orientation  5ize Columns
= > > - bt Hyphenation -

Page Setup T

STEP 2:

Click on the “Breaks” icon to bring up the drop-down menu. Locate the options for section

breaks and choose the option that best matches your needs.

'H Breaks ~
Page Breaks

Page
Mark the point at which one page ends
and the next page begins,

-

= [ L

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping

Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

BH BH [ Wi

Continuous
Insert a section break and start the new
section on the same page,

Even Page
Insert a section break and start the new
section en the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

[EEN
Ul
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“Next Page” Section Breaks
Using a “Next Page” section break will move you to the next page like a page break, but with

the added advantage that you'll be able to format that next page differently than the previous
page. This is ideal if you need to change the orientation of the next page. See the following

example:

[ a i dictum sit

ction Break (Next P

“Continuous” Section Breaks
Using the “Continuous” section break creates a new section without creating a new page. This

is ideal if you want to change the formatting within a page. Note the columns in the following

example:

‘Lorem iprum dolor it ame, consectetur adipiscing eit Nula eget matts lesus, ut

pellesteeque nuls Etize s¢ ullamcorper velit Msecenas non-Cureus paru, eu fsncibus diam.

adipiscing elit Nulla eget matis lectus, ut "
pelleatesque nul. Erise 3¢ ullameorper egentas id. Morki s metus, sodsles eu purus
velit, Mascenas pon-cursus puris, &0 o, commodo mattis uma

frucibos daen. Combit nec partter aish Lorem ipsaen delor sit smet, consectetus

adipiscing elit Nulla eget mattis lectus,

mnximus elit eleifend non, Vestbulem

Loters ipsum dolor 5t amet,comssctetar sdipscing elit. Nulla eget mathis locts, u pellentesque

wulla, Etiem ac per velit, My prus, e o Cursbiter nec
portttor nisi. q " £ nec Morbi dictum sit
amet huctus P lectus, 1t maximus elit eleifend now. Vestibulum egestas

lacus nec aliguet mattis. Quisque aliquam rutrum ligula, eget faucibus justo egestas id. Morbi mi

metas, sodales eu parus non, commodo wmatts urma
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Changing Page Orientation

When adding large figures or charts, you may need to change the orientation of a page within a

document.

STEP 1:

Locate the position where you need a horizontal page. At the end of the previous page, create a

section break (next page).

m

"= Breaks ~ Indent Spacing

Page Breaks

Page
m Mark the point at which one page ends
(=T

and the next page begins.

Column
Indicate that the text following the column
break will begin in the next celumn,

.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

Next Page
4 Insert a section break and start the new
section on the next page. [}
Contir
Insert | _Sub-section-of-second-main-section-(Level-2-Heading(
sectiol
. : —+ Lorem-ipsum-dolor-sit-amet, -consectetur-adipiscin z-elit -MNulla-eget-mattislectus, ut-
3 Even
|—4B] In:-;::!'t pellentesque-nulla. Etiam-acullameorper-velit. Maecenas| aon-cursus-purus, -eu-faucibus-diam -
sectiol
Curabitur-nec-porttitor-misi. Pellentesque-sed-aliquam -est | pec-consequat-arcu. Morbi -dictum -sit-
Odd P
1 d
m Insert amet-gquam-sit-amet-Toctus. - Aenean -porttitor-tortor-lectus, st-maximus -elit-eleifend non. -
sectiol
Vestibulum -egestas-lacus nec-aliquet-mattis.-Cuizque-alig lam rutrum ligula -eget-fancibus-justo-
egestaz-id. Morbid-mi-metus, sodales-eu-purus non, -commd do-maths urna ¥
| .5ection Break (Mext Page).:
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Next_Page#_
Next_Page#_

STEP 2:

Your cursor will be moved to the top of the next page. The section break will allow you to
format this page without changing the format of previous pages. Go to the “Layout” tab of your

document, click on “Orientation”, and choose the needed orientation.

Home Insert Design Layout

rhﬁ' IE *ﬁ Breaks =
D %D Line Mumbers
Orientation. 5ize  Columns

> = = bt Hyphenation 1

up
D Portrait

D Landscape
S

If you want to return to Portrait orientation after this page, follow the steps again to create a

section break and change the orientation.
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Adding a List of Figures or
Tables

If your document includes multiple images, charts, or tables, you may wish to include a list for
your readers. Lists of Figures and Lists of Tables are generally included immediately after the
Table of Contents. Like the Table of Contents, they can be created with a degree of automation

if you go through the following steps.

STEP 1:

Decide where the table or figure should go in your document. If it needs to be on a page by

itself or the page needs to be turned horizontally, refer to Section Breaks and Page Breaks.

Insert your figure or table by going to the “Insert” tab of your document and choosing the

appropriate icon.

File Home Design Layout References Mailings Review

N - D F E\ ) > @
L4 - L W |
B o lag & %O =
Cover Blank Page Table  Pictures Online Shapes lcons 3D Smartért Chart

Page~ Page Break @ Pictures - Maodels -

Pages Tables INustrations

Here you can add tables, pictures, charts, etc. to enhance your readers’ understanding.

STEP 2:

Once you have inserted your figure or table, in order to automatically create a list, you have to

give your figure or table a caption that specifies its function using the “Insert Caption” icon on

the “References” tab.

References

@ B =], Manage Sources @ [ Insert Table of Figures

E@style APA -
Smart Insert  ~ Insert
Lookup Citation - EDB'hl":'QraF'h}" Caption El._:l Cross-reference

ra  Research Citations & Bibliography Captions

Help D Tell me what you want
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STEP 3:

Select your figure or table and then click on the “Insert Caption” icon. A dialog box like the one

below will open.

Caption

Caption:
|Figur& J’Iu"
Options

Label Figure e

Position: | Below selected item e

|:| Exclude label from caption

Mew Label... Delete Label Mumbering...

AutoCaption... Cancel

1. Give the item an appropriate name. This will appear on the List of Figures or List of
Tables.

2. Choose a Label. The label is how you tell your List of Figures or List of Tables to include
an item. You have the options “Figure”, “Table”, “Equation”.

3. Choose a position above or below the selected item.

4. You can format the numbering of your figures and tables by clicking on “Numbering”.

STEP 4:

Once your items are labeled, place your cursor where you want your list to appear in the

document. Then return to the editing ribbon and select “Insert Table of Figures”. Use the same

selection to create either a List of Figures or a List of Tables.

References s e " Help Q Tell me what you want te
Hnote ;D Bf @,,‘.ManagESnurces B (Y] Insert Table of Figures
tnote = [ﬂ Style: APA -

Smart Insert Insert
Lookup = Citation - £ Bibliography - Caption E|I_I| Cross-reference
ra Research Citations & Bibliography Captions
Y RS SN
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STEP 5:

This will open a dialog box with the following options:

Table of Figures

Index Table of Contents =~ Table of Eigures | Table of Authorities

Print Preview Web Preview

Figure 1: Text ... 1|~ Fizure 1: Text =
Figure 2: Text. ... 3 Fioure 2: Text

Figure 3: Text. ... 5 Fioure 3: Text

W "

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

Faormats: From template e

Caption label: | Figure ~

EIncIude label and number:

Dptions... Modify...

1. Print Preview shows you what the text of your table will look like.
2. These options allow you to format the way the page numbers appear. “Tab leader”
changes the space between the labels and the page numbers.

3. Change the overall style of your table with “Formats” options or use “Caption Label” to
designate whether you want the list to include figures or tables.
4. “Modify” allows you to change the style of the text in the list.
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