
1

Table of Contents and Heading styles
Tutorial

This guide provides step-by-step instructions for applying and modifying heading
styles in Microsoft Word, as well as creating and customizing a table of contents.

Before you can add the table of contents you need to properly label each
heading/sub heading throughout your document to display in the table of
contents.

1 In the home ribbon you will see the styles for each of the headings.

Chapter titles should use Heading 1. Sub headers should use Heading 2, 3, etc.
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Read the guidelines for Heading styles.

You will only use the Heading style in the preliminary pages for the List of Tables,
Figures, or Equations. You only want entries that appear AFTER the table of
contents to show in the table of contents. You should use the heading styles
throughout your manuscript body.
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2 You will start using the Level 1 (Heading 1) style starting with your List of
Tables/Figures (if you have them) if not, start with your first chapter.

Highlight the text that you wish to select as your heading, so we will highlight 'LIST
OF TABLES'
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3 Click "Heading 1"

4 We will need to modify the Heading 1 style to match our heading style.

Right click "Heading 1"
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5 Click "Modify..."

6 Choose the font you are using for your Chapter Headers/Preliminary page
headers.

We will use Times New Roman, 12pt font, and use uppercase text.
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We want to ensure that there is no before/after spacing and that the headers are
set to double spacing

7 While the 'Modify Style' window is open.

Click "Format"
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8 Click "Paragraph..."

9 Ensure the Before/After spacing is set to 0, and that the Line spacing is set to
double.
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10 Click "OK"

11 Click "OK"



9

Since you should have modified the 'Heading 1' style earlier, you will not need to
do that step again, it will automatically format the chapter titles as you previously
set.

12 Now, you will continue through your text and apply the 'Heading 1' style to all
chapter titles, appendix (if applicable), and references.

Next, we will go to the first sub header in the document. Remember, formatting of
sub headers is determined by the style manual you are using (APA, MLA, etc.)
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13 Highlight the sub header.

14 Click "Heading 2"
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15 Right click "Heading 2"

We will need to modify the Heading 2 style to match the style we are using for our
manuscript. We will be using Times New Roman, 12pt, bold, and left aligned.

16 Click "Modify..."
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17 Change the font, size, color, and spacing as needed.

18 In the paragraph settings, make sure the before/after spacing is 0 and that the
line spacing is double.
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19 Click "OK"

20 Click "OK"
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21 Continue through your manuscript and apply the sub heading style appropriately.

If you have a third, fourth, or fifth level headings, just follow the steps above on
their respective Heading styles in word to properly label them.

How to add the Table of Contents



15

22 Navigate to the Table of Contents page in your manuscript. If you had any
manually typed table of contents you should delete it. Place your cursor under the
title and continue to the next step.

23 Click "References"
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24 Click "Table of Contents"

25 Click "Custom Table of Contents..."
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26 Word will default to three heading levels for the table of contents, if you have
more please increase the number to fit your needs. If you have less, just leave it at
3.

27 Click "Modify..."
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28 Click "Modify..."

29 You will need to change the font to match the text within your manuscript. We are
using Times New Roman, 12pt.
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30 Click "Format"

31 Click "Paragraph..."
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32 You want to make sure that the before/after spacing is set to 0, and that the line
spacing is set to double.

If you have long headers/sub headers you will need to adjust the right indentation
and add in a hanging indent in the paragraph settings for each TOC level if you
have longer headers. Use these settings below:
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33 Click "Double"

34 Click "OK"



22

35 Click "OK"

You will need to update each level you are using. If you are using 3 heading levels,
you need to adjust TOC 2 and 3.
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36 Click "TOC 2"

37 Click "Modify..."
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38 We are changing the font to Times New Roman 12pt.

39 Click "Format"
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40 Click "Paragraph..."

41 You will need to ensure that the before/after spacing is set to 0, and the line
spacing is double.
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42 Click "Double"

43 Click "OK"
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44 Click "OK"

45 Click "TOC 3"
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46 Click "Modify..."

47 Click "12"
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48 Click "Format"

49 Click "Paragraph..."
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50 Click "Double"

51 Click "OK"
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52 Click "OK"

If you are done with modifying the TOC levels, please continue to the next step. If
not, please adjust TOC 4, 5, etc, as needed.
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53 Click "OK"

54 Click "OK"
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55 Now the table of contents is generated.

If you add any headings or if any page numbers change, below is how to update
the table of contents.



34

56 Click "References"

57 Click "Update Table..."
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58 Choose which option you would like.

If you added/removed any headers/sub headers you should choose update the
entire table.


