Welcome to the Incredible Guide for Indexing and
Separating Chapters in MS Word!
1. Take a blank worksheet, press Enter a few times to put some space between your
text and the top of the page. We will get back to that soon.
Now write a chapter title.

2. This will be our chapter one. Select the text and choose “Heading 1”.

3. Now click on the “Numbering” icon…

4. … and select the option marked in yellow below (or whichever you prefer.)

5. Voila, you have a new chapter. Now go over the number 1 in your title, and click on
it with the right button of your mouse.

6. Select “Numbering” and then “Set Numbering Value”.

7. Select “Continue from previous list” as below.

8. Now click on the number 1 again with the right button of your mouse, and select
“Paragraph”.

9. Go to the tab “Line and Page Breaks” and select “Page break before”.

10. Done. Your chapters will start automatically in a new page.
11. Now we’ll create our table of contents. Go back to one of those blank spaces we
inputted on page one, and click on “Table of Contents.”

12. Select “Automatic Table 1” (or whichever you prefer) and voila. Note that your
chapter one went automatically to the next page.

13. Speaking of chapter one, let’s scroll down to it. Now select the text and click on the
“Headings” option and then “Save Selection as New Quick Style”.

14. Select a name for your new style. This will come in handy when we start writing
chapter two!

15. All you need to do now is start writing the content for chapter one. Press enter after
chapter one, and you will see that the format goes back to “Normal”. It’s time to
write like the wind!

16. Once you’ve written all of chapter one, you will write the title for chapter two.

17. If you select the whole title of chapter two, and then click on the heading you have
created…

18. …you’ll have a perfectly formatted chapter two! You can also just copy and paste
chapter one and change the chapter name. You’ll get the same result.
19. I know what you’re thinking: “I have some fifty chapters in my book. This is fun and
all, but how can I locate a chapter in a sea of chapters”?
Yeah, I can totes read minds. No, I can’t. The CIA had nothing to do with that last statement.

20. Click on your table of contents, then press CTRL and then click on the chapter you
want, and you’ll be taken to that specific chapter.

**Mind Blown**
Thanks for reading and until next time,
The Novel Fixer ☺
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