USING WORD 2000 TO CREATE HEADINGS

If you apply Word’s heading styles to your diss&ota you can insert an

automatic Table of Contents (TOC).

Word makes sure that headings and the text follgwhem stay together. If you use and
adapt Word'’s heading styles, you can ensure thatlyeading levels are consistent and
logical. Word also inserts them automatically ihR@C so that you do not have to worry
about checking them for page numbers and consigteitis the text.

Word automatically assigns the shortcut keys CtitttAto Heading 1, Ctrl+Alt+2 to

Heading 2, and Ctrl+Alt+3 to Heading 3.

Word also automatically assigns different formagtio the different heading styles. Usually
the differences are in font size and weight, antthéxspaces before and after. Sometimes

some headings are centred and some are left aligred can change the default formatting
if you wish.

Let us use Heading 1 for chapter headings.

1.

Format Time = 12~ List Mum

A Fort...
= Paragraph. .. Alk+P
= Bullets and Mumbering. ..
Borders and Shading. ..

Colurmns. ..
Tabs...
Drop Cap...

Change Case...

@ Background 3
i Theme...
3 Frames L4

| ‘@ AutoFormat. ..

Go to the Formatenu, and choose the Styleoption, as shown below.

The _Styladialog box pops up, with the highlight on the et style.
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2. Press H to go to the first style that begins witharidl then place the highlight on Heading
1, as shown below.
Skyles: Paragraph preview
1l Fooker a
a Footnote Reference
9 Footnote Text # AMPLY TIYT: AMPLY TFYT: ALPLY TEVT: ALPLE
1 Header TET AMPLE TEXT AMPLE TECT: AMEPLE
1l Header 2 TIT AMPLE TEYT AMPLE TEXT: AMEPLEY
TIT: AMPLY TEXT: AMPLY TECT: ALELE
1l Header 3 TEXTS AMFLY TEXTS AMFLY TECTS ALELY
1l Header 4 TFT ALPLY TIVTS ALPLY TFTS ALFLT
11 Headin i
mmm ElET e
1l Heading 2 \ .
1l Heading 3 TIMES NEW ROMAN
1l Heading 4
1l Heading 5
1l Heading & Description
1l Heading 7 ﬂ Heading + Fonk: 16 pk, &ll caps, Kern at 14 pk, Space
Lisk: before 12 pk after 36 pk, Keep with next, Level 1
|F'.II skyles ﬂ
Crganizer, .. e | Modify. .. | |
Apply | Cancel |
3. Click on the_Modify...button to make changes.

The_Modify Stylelialog box pops up, as shown below.

Marme:

Based on:

| K

| 1| Heading

Skyle For Following paragraph:
j | 1l Bodyw Text ﬂ

Preview

SAMPLE TEXTSAMPLE TEXTS AMPLE TEXTS AMPLE
TEXTSAMPLE TEXTS AMPLE TEXTS AMPLE
L TEXTSAMPLF TEXTSAMPLE TEXTS AMPLE

Description
Heading + Fonk: 16 pk, All caps, Kern at 14 pk, Space before 12 pt after
36 pt, Keep with next, Level 1

[ Add ko template

o]

[ Aukomatically update

Cancel Format - Shortcut Kew. ..

4. Click on the Formabutton. A submenu drops down.
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Skvle For Following paragraph;

Font Modify 5tyle
. Marne:
5. Choose the Fomptlon, as [Feading 1
shown on the right.
Based on:
The_Fontdialog box pops up, as | [ g Heading
shown below right. (It is the N

j | 1l Body Text

same dialog box that pops up
when you go to the Formatenu
and click on the Fondption.)

$AMPLE TEXTSAMPLE TEXTS AMPLE TEXTS ARMPLE

Font Character Spacing l Texk Effects l
Eonk Fant skyle: Size:
i |Eold
B
|

caps, Kern at 14 pk, Space before 12 pt after
el 1

[ Automatically update

Shortout Key. .. i

This iz a TrueType Font. This font will be uzed on both printer and screen.

o]

Cancel

Times Mew Romarn 27
Baraaraph. ..
; i Canc
Font colar; Undetline style: Tabs...
Autornatic j |I{n|:|ne]| ﬂ | J Barder...
Language...
Effects E
rame. ..
[ Strikethrough [ Shadow [ Small caps T
[ Double strikethrough [ Cutline [v Al caps liumbering. ..
[ Superscript [ Emboss [ Hidden
[ Subscript [ Engrave
Preview
TIMES NEW ROMAN

The current Fonts highlighted — Times New Roman.

The current Font styles highlighted — Bold.
The current Font sizes highlighted — 16 pt.

The current Effedss ticked — All caps.

The current Font colois Automatic (i.e., your computer’s default colousually Black).
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10.

Let’s change the Font
from Times New Roman
to Arial, as shown on the
right.

Let’s leave the Font style
as Bold.

Let’s change the Font
sizefrom 16 pt to 14 pt.

Let’s leave the Effectas
All caps That means the
heading will be
displayed in the text as
all capitals but it can be
displayed in the TOC as
you type it, e.g., in Title
case.

Let’s change the Font
color. The current font
colour is Automatic (i.e.,
you computer’s default

colour, usually Black).

Font l Character Spacing l Texk Effects l
Font Fonk style: Size:
|.ﬁ.rial |Eh:u||:|
| T
11
12 —l
Arial Rounded MT Bold J 16 ﬂ
Font color: Undetling style:
| Aukomatic ﬂ ||{nu:une]l ﬂ | J
Effects
[ Skrikethrough [ Shadow [ Small caps
[ Double strikethrough [ Cutline [v &ll caps
[ Superscripk [ Emboss [ Hidden
[ Subscript [ Engrave
Preview
This iz a TrueType Fant, This Font will be used on both printer and screen,
Ok | Cancel

Let’s change it to Dark blue.
10.1 Click on the down-arrowhead beside the Font clidbbox.

10.2 A submenu appears, with blocks of colours to chdasa. Dark blueas third from
the right in the top row. When you hover your cumeer a block, a tool tip tells you
what colour it is, as shown below.

Font colar;

Underling skyle:

| Autaornatic

Autornatic

Mare Colors, .

EEENEEN
DarkEiIu&j_

|- | (nane)

Bl

[ Shadow
[ Cutline
Embnss
[ Engrave

10.3 Click on the colour you like.

AMiIAl

You can choose an Underline stilehe same way but | prefer not to underline my

headings.
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The changes you have made are reflected in the dialtty box, as shown below.

Font l Character Spacing l Text Effects l
Eont: Font style: Size:
|Avial |Ecld |14
2 4
10 )
11
Arial Rounded MT Bold 1z
Arial Unicode M5 &
Font colar; nderling skyle:
[ none] =l I=
Effects
[ Strikethrough [ Shadow [ Small caps
[ Daouble strikethrough [ Cutline Iv 4l caps
[ Superscripk [ Emboss [ Hidden
[ Subscript [ Engrave
Preview
This is a TrueTwype Fant, This font will be used on bath printer and screen,
(] 4 | Zancel |

11. Click on the OK button or press the Enter key taneto the Modify Stylalialog box.

12. Tick Add to templateas shown below, so that your changes are impleaden

Modify Style 2

Marne:

|Heading 1 | J
Based on: Style For Following paragraph:

| 1l Heading ﬂ | 1l Body Text ﬂ
Preswvigm

SOMFLE TEXTSAMFLE TEXTSAMFLE TEXTSAMFPLE TEZTSAMFLE
TEATSAMPLE TEATSAMFPLE TEATSAMPLE TEZTSAMPLE
TEXTSEAMFLE TEXTSAMFLE TEATSAMFPLE TERTSAMFLE

Description

after 36 pt, Keep with next, Level 1

[ Automatically update

Cancel

Heading + Font: Arial, 14 pt, &l caps, Kern at 14 pt, Space before 12 pk

Farmat - | Shorkcuk Kev. ..
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Paragraph

13. Choose the Paragrapiption, as shown below.

The Patagraprialog box

pops up. (It is the same
dialog box that pops up
when you go to the Format
menu and click on the

Paragraphoption.)

14. You can change the
Alignment The current
alignment is highlighted —
Centered, as shown on the
right. Let's change it to

Left.

Mame:
|Heau:|ing 1 |

-
Ei

Based on:

| 1l Heading

Skyle For Following paragraph:
j | 1l Body Text

Preview

SAMPLE TEATSAMPLE TEATSAMPLE TEXTSAMPLE TEATSAMFLE
TEXTSAMPLE TEATSAMPLE TEATSAMPLE TEATSAMPLE
TEATSOMPLE TEATSAMPLE TEATSAMPLE TEATSAMPLE

Descripkion
Heading + Font: Arial, 14 pt, &ll caps, Kern at 14 pt, Space before 12 pt
after 36 pk, Keep with next, Level 1

15. You can change the
Spacing The current
spacing is 24 pt (2 lines)

Before and 6 pt (half a line)

| Add to template

Ik

| Aukomatically update

Cancel

After. Let's leave two lines

before the heading but let’s
change the spacing after to
0 by clicking on the down
arrow. It changes in
increments of 6.

16. You can change the Line
spacing The current
spacing is Single. Let's change itto 1.5
because a lot of institutions like their

dissertations to be in 1.5 spacing.

16.1 Click on the down-arrowhead beside
the Line spacingjst box.

16.2 A submenu appears. Click on 1.5 line

The changes you have made are reflecteq
in the Paragraphdialog box.

E.ar.agr‘-fll:lh. "

Border...
Language...
Frame...

Mumbering. ..

Paragraph

Indents and Spacing ] Line and Page Breaks
Alignment: ML‘
Indentation

Left: Dem = Special: By

Right: 0cm e |(nnne) j | =
Spacing

Before: 24 pt 3: Line spacing: At

After: & pt S |5i'-";IE ﬂ | il
Preview

Tabs... (a4 | Cancel |
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Paragraph

Indents and Spacing l Line and Page Breaks

aligriment:: m outling level: Im

Indentation
Left: 0cm * Special: Ey:

Right: 0cm 3: |':r":'r"3:' j | il

Spacing

Befare: 24 pt El: Line spacing: Ak
After: 0pt = mﬂ | il

Pressiew

Tabs... QK | Cancel

Note that the Outline level is Level 1. This mehas this heading will be included in the
automatic TOC as level 1, with the TOC
style.

Paragraph

17. Click on the_Line and page breatieh. [t | Indentsandspacing  Line and Page Breaks

is displayed as shown on the right. Pagination
v WidowOrphan conkral

Note that Keep with next is ticked. This| | Keenlines tagether
means that the heading and the first
paragraph below it will always be on thg | Suppressiine numbers
same page. [ Don't hyphenate

18. If you want to have every Heading 1 sta
on a new page, tick Page break befdire
you only want some of them to start on
new page, leave it unticked and insert &
manual page break (Ctrl+enter) where
you want a new page or place your
cursor in the heading and format the
individual paragraph (Go to the Format

menu— Paragraph- Line and page e [ ey

breaks— Page break before.)

Previgw
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Body Text

Your institution usually requires that your bodyttparagraphs have a least one line space
between them. If you want your heading to be @nsime page as your first paragraph of
body text, you cannot create that space by pregsingenter key twice. The heading will
only stay with the first (empty) paragraph.

19. You should therefore follow your headings with @estalled Body Text, which
automatically has a line space before it. You aathis when you return to the Modify

Styledialog box (click on the OK

20.
click on the down-arrow beside
the Style for following paragraph
list box. Type Band then choose

Body text

Tick Add to templateso that
your changes are implemented.

21.

22. Click on the OKbutton or press

the Enterkey.

23. Then go to the Body testyle
and format it in the same way as
you formatted your Heading 1.
(Format— Style— B — Body

Text— Modify — Format).

24. Usually dissertation body text
will be justified, with one line
(12 pt) before it and 1.5 line

spacing, as shown on the right.

Heading 2 and Heading 3

25. Format your Heading 2 and
Heading 3 styles in the same
way.

Heading 4, etc

26. Format lower heading levels in
the same way too but Word doe
not give them predefined
shortcut keys so you can assign
shortcut keys yourself, as

button or press thedtkey).

As you see on the right, you canl n i AR () )

[ame:
|Heading 1 | J
Based on: Skyle For Following paragraph:
| 11 Mormal ﬂ | 1 Mormal -
it 1] Block Text .
1l Body Text 2
1l Body Text 3
1l Body Text First Indert
A% YL SEE ON 1l Body Texk First Indent 2 i
Description

Mormal + Font: &rial, 14 pt, All caps, Kern at 14 pt, Space before 12 pt
after 36 pk, Keep with next, Level 1

[ Automatically update

Forrnat =

[ Add ko template

Paragraph

Cancel

Shorbout Key. ..

2X]

Indents and Spacing I Line and Page Breaks l

Alignmerit: Justified = Dutline level: Body text -
Indentation
Left: m Sperial: By
Right: 0 cm z Jinoney — ~] | =
Spacing
Befare: 12 pt EI: Line spacing: Ak
After: o % e - | | =
Prewview
% OK | Cancel

follows:

Creating Headings and Tables of Contents — Padd 8 o

Anne Denniston © Exactica 2006



SHORTCUT KEYS
27. For Heading 4, go to the Formaenu— Style— H — Heading 4— Modify as before.

28. When the Modify Stylalialog box pops up, click on the Shortcut keyton on the
bottom right.

29. The Customise Keyboantlalog box pops up with Headingvghlighted in the
Commands textbox, as shown below.

Customize Keyboard E]@

Commands:

J Close
Press new shortout key: Current keys: |
| Alt-+Ctrl+4] |
Currently assigned to;
[unassigned] J
Description ]
Mormal + Font: Bold, Space before 18 pt, Keep with next, Saye changes in:
Lewel 4 |Nu:urma|.-:||:|t j

30. Put your cursor in the box where it says Press stewtcut keyand enter a shortcut key. |
follow the pattern that Word uses for headings 2 &md enter Ctrl+Alt+4.

31. If the shortcut is used for anything else, Wordngayou underneath the text box. If the
shortcut is assigned to something that you willataise, ignore the warning. Ctrl+Alt+4
is currently unassigned.

32. If you have created a separate template for yasediation, make sure that it shows in
the _Save changes list box.

33. Click on the_Assigrbutton.

34. Now, whenever you press the Control, Alt and 4 kegether, the paragraph your cursor
is in will be formatted as a Heading 4.

| assign Ctrl+Alt+b as my shortcut for Body Text.
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Automatic Table of Contents

After you have formatted your headings, you cani&rd to list them in a
TOC. They are hyperlinked to the headings in tlkége you can click on a
entry in the TOC and jump to the heading in thé.t¥¢ru can then click on
the left arrow in Web menu to jump back to the TOC.

=

Back (alk+Left)

35. Place your cursor where you want the TOC. Go tdrikert ;o Fomat Time - 12 -
menu and choose the Index and Tablesption, as shown or: g
the right. Ll et

Page Mumbers. ..

Date and Time. ..

36. The Index and Tabledialog box pops up. Click on the Table 4 iireu N
of Contentdab to see the default options, as shown below. gy,

Index and Tables @&| Symbal, .,
—4 {3 Comment

Index | Table of Contents l Table of Figures l Table of Authorities l
.............................................. Sl
Prink Preyigw Web Preview i
5 : 1 1 . H : 1 . Capkian...
EEIdmg 2 ............................. : :‘ EEI . :‘ e
Eadm\g. """"""""""""""" £ : Index and Tables. ..
Heading 2. 5 Hea 3
Picture 3
Text Box
| File. ..
- -
Ohiject. ..
v
[v Show page numbers e
v Right align page numbers &, Hyperlink. . ChIE
Tab leader: {00014 -
General
Formats: |Fr|:|m template ﬂ Shaw levels: |3 El:
Options. .. | Madify. .. |
(04 | Cancel |

You could just accept the default options. Theylavdisplay Headings 1 to 3 as shown
in the dialog box’s Print previewindow.

OPTIONS

37. If you want Heading 4 to show in the TOC, clicktbe Options.. button in the Index
and Tablegslialog box.

38. The Table of Contents Options dialog box pops wpolSdown the TOC leveboxes to
Heading 4 as shown below.
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Table of Contents Options

Build table of contents From; K

[v Skyles
Available stvles: TOC lewvel; 4

Heading

¥ Heading 1 1

¥ Heading 2 IziJ

¥ Heading 3 3
Heading ¢
Heading 5

[ Table entey Fields

39. Type a 4 in the TOC levélox beside it.

40. Make sure no style is ticked listed in the Avaiabtylesthat you do not want in your
table of contents, such as Title. If it is, deligte number from the TOC levbbx.

41. Click on the OKbutton or press the Entkey.

MODIFY
42. If you want to change how the headings are displaye¢he TOC, click on the Modify...
button.

Shyles: Paragraph previsw

“ ool

N TOC2
1 ToC 3
1T 4
1 TOC5
1 T2Z6
NTOC7

: $gg S Character prewviem

Times Hew Boman

Description
J Mormal +, Automatically update

Apply | Cancel |

Heading 1 is displayed as TOC 1. Heading 2 is digptl as TOC 2, and so on.
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If you highlight any of the TOC Stylasd press the Modif.. button, you will be able to
change the style just as you did for the Headingstae Body Text.

Update

Whenever you have made any changes to your dissartgou must manually update your
TOC.

43. Place your cursor somewhere in it and press thei@ion key.

44. The Update Table of Conterdsalog box pops up, as shown below.

Word is updating the kable of contents, Select one
of the Following options:

{+ i pdate page numbers only |
" Update entire table

(0] 4 | Cancel |

45. Usually you only have to update page numbers dajick on OKor press Enter

46. If you have made changes to your headings,_tickaltépdntire tabléhen click on OKor
press Enter

Exactica’s mission is to be a support structurestadents of advanced degrees, mainly in
South Africa and its neighbouring countries.vAtw.exactica.co.zave have more tools for
dissertation writers. They are copyrighted but fiargoersonal use.
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