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What are Headings?

Headings are the visual structure of your Word document.  They break content into chunks so people can quickly see what’s inside without reading everything.  Headings also provide screen readers with a format to read content aloud in the correct order. These are the steps to add them in a Word document. 
Heading1 – Main Title (Climate Change Effects on Polar Bears)
Steps:
Click at the beginning of the line
Go to the Styles section of the ribbon → Select Heading 1

Heading 2 – Major Sections (Introduction, Literature Review, Methodology)
Steps:
Click at the beginning of the line
Go to Styles → Select Heading 2

Body text under a section remains set as Normal.

Heading 3 – Subsections (Habitat Loss Studies, Population Decline Data, Temperature Correlations)
Steps:
Click at the beginning of the line
Go to Styles → Select Heading 3

Heading 4 – Detailed Subtopics (Population Data from 2024)
Steps:
Click at the beginning of the line
Go to Styles → Select Heading 4

Check Your Heading Structure
Go to View tab → Check Navigation Pane
Click the icon with three dots and lines
Verify hierarchy:
Heading 1 → Climate Change Effects on Polar Bears
Heading 2 → Introduction, Literature Review, Methodology
Heading 3 → Habitat Loss Studies, Population Decline Data, Temperature Correlations
Heading 4 → Population Data from 2024

If something doesn’t appear, reset the heading in the Styles pane.
Customize Your Headings
Don’t like the default look? Change it!
· Right-click a heading style → Modify
· Options: font, size, color, bold
Why Headings Matter
✔️ Help screen readers read content in the correct order
✔️ Show a clear outline in the Navigation Pane
✔️ Keep your document easy to follow
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