How to Create a Contents Page in Word
Step 1: Use Heading Styles
Highlight the title or section name (e.g., 'Introduction', 'Chapter 1', etc.).
Go to the Home tab.
In the Styles group, click:
- Heading 1 for main headings (e.g., Chapter Titles)
- Heading 2 for subheadings (e.g., Section Titles)
- Heading 3 for subsections (optional)
Tip: These styles allow Word to identify what to include in the Contents Page.
Step 2: Insert the Table of Contents
Click at the top of the page where you want your contents to appear (usually after a title page).
Go to the References tab on the Ribbon.
Click on Table of Contents (first icon).
Choose a built-in style (e.g., 'Automatic Table 1' or 'Automatic Table 2').
Word inserts a Table of Contents using the headings you styled.
Step 3: Update the Table of Contents
Click anywhere inside the Table of Contents.
Press F9 or go to the References tab and click Update Table.
Choose:
- Update page numbers only – if you didn’t add new headings.
- Update entire table – if you added/removed headings or changed text.
Do this before finalising or printing to ensure accuracy.
Step 4: Customise (Optional)
Go to References > Table of Contents > Custom Table of Contents.
You can choose:
- How many heading levels to show (1–3 is typical).
- Whether to include dotted lines (tab leaders).
- Formatting options.
Troubleshooting Tips
If a heading doesn’t appear in the TOC, make sure it uses a Heading 1, 2, or 3 style.
If unwanted text appears, remove the style from that text (switch to Normal style).
For a cleaner look, ensure each heading starts on a new line/page.




