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Headings and Numbering

Correct numbering in Word 2010 allows for chapter numbering and caption chapter numbering (for
figures and tables) in one multilevel numbering list. It also allows automatic generation of a Table of

Contents.
These instructions will create this numbering style Chapter One Heading1
1.1. Heading 2
1.1.1. Heading 3
1.1.1.1. Heading 4
1.1.1.1.1. Heading 5|
Head[ng 1 —————Chapter One Introduction

Heading 1 ——————FChapterTwo Consumer needs
Heading 2 —— 1 2.1. Whatis motivation?
| I
| |
Heading2 ——— 2.2. Needs
| I
, | |
Heading 2 ———— 2.3. Goals
| |
| |
Headingl ——— Chapter Three  Consumer behaviour
Heading2 ————— 3.1. Ethics in marketing

3.1.1. The social responsibility of

// marketers

| |
Heading 3 < | |
H‘H—aa_Lz_ The consumer movement

Heading 2 ———— 1 3.2. Advertisingand public policy

| |
| |
| |
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1. Type out your list (depending on the number of levels you Heading19]
require as shown). Do this anywhere on a current Heading24
document, perhaps at the start or on a new document.
Heading 3]
Heading44]
HeadingSIﬂ
(LN It AR~ B - UOCUMENTZ = IVIICFOSOTE ¥Word.
Home Insert Page Layout References Mailings Review View
I Calibri Bodyl |11 v A" A7 | Aav & 1= 1= -[iF] EE

2.

3.

4.

Al [ar]
AL AaBhCcDe | AaBbCeDe
tane ]

Daci...

B I U vabex x| A% -A-

Highlight the list and apply the following P? a oy

# Format Painter

Multilevel numbering style shown: o e
~ List Library !
. p
3 None ﬂ;,
? ReenmE * Article L |
7 Heading2 > s[:tlumm
Heading39
,:: Heading49]
i Heading59 =
:’ Define New Multilevel List...
| Define New List Style..,
53 Copy . e
f Format Painter Zp U gabe R ) X ¥~ A
Format the different levels to appear how you want them lipboard : Font
to (change font type, colour, bold, italics etc.) R e
Select the list once again and 1.-Heading19
) ) 2.+ Heading29
Go to multilevel list > Define new multilevel list 3.+ Heading3q
4.+ Heading4¥
20 [T pambcene asshe 3.~ Heading3
o

f-u-1 121 14 11. 0
111,
List Library
1}
None aj
iy
1.4Head1ng1ﬂ * Article |. Head
2.+ Heading29q > Section 1.011
3.+ Heading39 - (@} Hesding 2
4.+ Heading49
3.+ Headngd"

Lists in Current Documents

1.1
111

<= Change List Level
Define Mew Multilevel List...

Define Mew List Style...
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5. Change the number style for the first number to “One, Two, Three ...”

Define new Multilevel list

|2 o

Click level to modify:

~1 [
2
3
4 1.1,
5 1.1.1.
6 1.1.1.1.
; 11111
q 1.1.1.1.1.1.
1111111
11111110
- 111111111
Number format
Enter formatting for number:
|1- | Font...
Mumber style for this level: Indydalgvel number from:

: Set for All Levels...

[ ox || cance |

6. Type the word “Chapter” before the number in the number format text box; you can also
change the separator after the number One.

Define new Multilevel list

2R

Click level to modify:

il Chapter One:

3

4 One.1.

5 One.1.1.

6 One.1.1.1.

'é" One 1111,

a One 11111

One.1.1.1.1.1.1.
One. 1111111,
* One 11111111

MNumber format 6

Enter formaiief for nu -

|Chapter-0ne:

| Font...

Mumber style for this level: Indude level number from:
0Ore, Two, Three ... El
Pasition
Number alignment: || .q El Aligned at: | ¢ =
Textindent at: 0.63 cm : Set for All Levels...
o) [ow
7
\ /
N

7. Click on the More
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8. On the More >> button, tick “Use legal style numbering” for the remaining levels (each level

apart from 1).

-

Define new Multilevel list

=

Click level to modify:

Apply changes to:

M -

2 Chapter One
3
4 One 1.
5 One.1.1.
6 One.1.1.1.
- ; One.1.1.1.1.
g One11111
One1.1.1.1.1.1.
One.1.1.1.1.1.1.1.
i One 11111111

Whole list

Link level to style:
{(no style)

Level to show in gallery:

Level 1

[ E[E]

Listhum field list name:

Mumber format
Enter formatting for

number:

Startat: |gne =

5

Chapter One

Number style for this level:

Indude level number from:

| Font...

Restart list after:

O Le ° numbering

Mumber format

Enter formatting for number:

1131131331373

Number style for this level:

Indude level number from:

| Font...

One, Two, Three ... E|
Position
Number alignment: || oq E| Aligned at: g o = | Follow number with:
Text indent at: 0.63cm = Tab character E
— [7] Add tab stop at:
0.63am :
[ 0K l [ Cancel ]
Define new Multilevel list M
Click level to modify: Apply changes to:
; - Chapter One Whole list |
1.1.
i 111 Link level to style:
s 1.1.1.1. (no style) E
6 11111,
7 111111 Level to show in gallery:
s || i
- 1111111 Level 1
El 11111111 E
11111111 —— | | istium field list name:

Startat: |1 =

Restart list after:

Level 8

0= |E| [¥]iLegal style numbering;
Position
Mumber alignment: || .q IEI Aligned at: |5,08 o +| Follow number with:
Text indent at: 7.62 cm = [ Set for All Levels... ] Tab character E
[] add tab stop at:
7.62am
oK Conel
- = Click Ok
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9. Insert Tab stops (TAB key or Increase Indent button) to indent the levels of the headings. (Place
cursor between number and heading or with the number
selected.) AaBbCcDAE!
T Caption
Paragraph Fl
310415 || Increase Indent
Increase the indent level of the
paragraph.
Chapter One Heading 1 Chapter One Heading 1
Chapter Two Heading 2 One tab — 1.1. Heading 2
Chapter Three Heading 3 Two Tabs =3 1.1.1. Heading 3
Chapter Four Heading 4 Three Tabs 1.1.1.1. Heading4
) . Four Tabs — =———— )
Chapter Five Heading 5 Five Tabs > 1.1.1.1.1. Heading5

10. At this point (as shown in above picture) you may notice that the gap between the number and the
heading is not the same for all levels. To make this distance consistent, select the list again and click
on Define New Multilevel list again.

- = = == (a7
AL At [ EC[ElE 21 [T | nambcenc assbe
: ===
* - - A- == =| cument List i
it
1
| AN 2 T s |
111,
List Library
(oo
1) 1.
None a) 11
i) 141
1.-Heading19 B Aicle |, Hazd
2.+Heading29 = Section 1.01
3.~ Heading39 (@) Hesding =
4.+ Heading49
11. Change the Follow number with drop-down to Space 5.+ Heading3" Chepter 1
instead of Tab, because Tab stops can be different sizes. Do H
thls for A" Levels Lists in Current Documents
1
1.1
111
Define new Multilevel list @I&J <L Change List Level 4
Define New Multilevel List...
Click level to modify: Apply changes to: Define New List Style...
b Chapter One Hesding 1 Whole list |Z|
i 1.1 Hasding 2 Link level to style:
5 1.1.1_ Heading 2 Heading 1 |z|
& 1.1.1.1.Haa-';4
7 1.1.1.1.1. Heading 5 Level to show in gallery:
g =T
1111110 Level 1
° IRREEER] =]
11111111 Listium field list name:
> 111111111
Mumber format
Enter formatting for number: Startat: |gpe B
Chapter One | Font... Restart list after:
Mumber style for this level: Indude level number from:
One, Two, Three ... IZ| [ Legal style numbering
Position
Number alignment: || ¢ Aligned at: g o + Follow number with:
; IZ| Tab character - 1
Text indent at: 0.63 cm =
Tab character
Nothing i
o) (o)
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12. The distance between the number and heading should now be uniform.

Chapter One
1.1 Heading 2
1.1.1. Heading 3
1.1.1.1.
1.1.1.1.1.

Chapter One Heading 1

Heading 1

1.1. Heading 2

—>

Heading 4
Heading 5

1.1.1. Heading 3

1.1.1.1. Heading 4

1.1.1.1.1. Heading 5|

13. You may also like to select the Line spacing and paragraph spacing for these headings. Select the list
at once and adjust if they are all to be the same, or select individually and adjust if they have different

spacing options.

(5. [t

Indents and Spacing | Line and Page Breaks | Asian Typography |

Paragraph

General

[e— |
Outine level: [BodyText ||

Alignment:

Indentation
Left: oan £ Specil: By:
Right: 0an |5 (none) E
[ Mirror indents
Automatically adjust right indent when document grid is defined
Spacing
Before: opt |+ Line spacng: At
After: oot |5 Single =

[7] Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

Preview

Tebs.. | [Setaspefait | [ ok | [ cancel

Word I

Acrobat

0= b= _ O s
e T
= iz i

P
=

T Caption

0 handout.docx - Microsoft Word

nasbcende daBbceDe AaBb  AaBbCc

Emphasis THeadingl THeading2

Paragraph Ty Styles
| 3 1 4 | B | 6 1 7 | B P ph
Show the Paragraph dialog box.
rOne Heading 1
Heading 2
Spacing
Before: 0pt = Line spacing: Af:
After: 0pt = Single IZI

=1 ) 1
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14. Select each heading level and right click on the corresponding heading style (at the top of the Home
menu) and click on Update Heading (x) to Match Selection to update the styles (one at a time) and do
this for all heading levels.

Home Insert Page Layout References Mailings Review View Acrobat @

=¥ Cut - . T as or N

= Ba Copy Calibri Body] = 14 = A~ A 20| M papbeede AaBbcede | AaBbCi| aaBbce AAB 4apice 4
Past . . - . ! .
2 Format Painter VI he fxc X =2 MHormal T Ho Spadi... | Headir Update Heading 1 to Match Selection B2t

Clipboard F Font Fl Paragraph Fl 'Sj Modify...
Mavigation - X |£| O T - A I I I Select All: (No Data)
Search Document P Rename...

= | oo | = ~ Remove from Quick Style Gallery
EREES N
Add Gallery to Quick Access Toolbar

EENRNEY]

This document does not
contain headings. Chapter One Heading 1
1.1. Heading 2
1.1.1. Heading 3
1.1.1.1. Heading4

1.1.1.1.1. Heading5

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

G051 4 1-3:1:2 1-31-1-]

15. Once this is done the styles should have the appropriate numbers and you can now remove the text
used to create these.

Chapter One Heading 1

1.1. Heading 2 This text can now be deleted as it was
used only to create the heading styles

1.1.1. Heading 3
1.1.1.1. Heading 4

1.1.1.1.1. Heading 5|

The heading styles should look like this and you can use
these styles for your heading throughout your document.

Home Insert Page Layout References Mailings Review View Acrobat
— e o . . o o o o o e o

== % cut - & = a—
= Calibri(Body) =11 = AT A | Aav M iE- 7 1 nasoceoc| assoceoe Chapter 1.1. Aa 11.1. / 1.1.11. 1.11.L
T Mormal

B I U ~ahe x, X° R - I M Mo Spaci.. Headingl Heading2 Heading3 Heading4 Heading5

—— e Em mm Em Em o mm o mm o mm omm o= oo

Clipboard 0 Font 0 Paragraph I

Navigation - X m "Z‘\'l'l-é-l‘1‘\'l'l'3'I‘4‘\'5'I'B'I‘7‘\'S'I'B'I‘1{)‘\'11'I'll'l‘1)‘\'14'I'15'I‘)\‘\'L7'I'18"
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