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This is a step by step tutorial to
demonstrate how to create a table of contents in Microsoft Word for
eBooks.

Why a table of contents for eBooks?
There are two primary reasons, the biggest is an error that Amazon
(Kindle) may produce:

Your book doesn’t have a
Table of Contents. A table of contents provides readers with both
easy navigation and improved visibility into the contents of the
book.  Please see https://kdp.amazon.com/self-publishing/help?topicId=A2BQILI6OJWLTC for
help with creating and formatting a Table of Contents.

Apple iBooks has errors and issues
similar to Amazon. TOCs are preferred for every eBook.

Another reason for a table of contents:
it is a navigational aide for the readers. If a reader wants to
find a chapter or section, a linked table of contents is the best
choice.

A lesson I’ve learned as a multi-eBook
author. Take note of the chapter names you are planning to use.
Noting a rough location of the chapter breaks also helps when
creating the links. You don’t want to search through a large
document trying to find chapter links. Trust me on this.

The end result of a table of contents
will resemble this:


Table of Contents

 Chapter
1

Chapter 2

Chapter 3


----


This is chapter 1, a snippet of Hamlet’s famous
soliloquy:

To be, or not to be, that is the
question—

Whether 'tis Nobler in the mind to suffer

The Slings and Arrows of outrageous Fortune,

Or to take Arms against a Sea of troubles,

And by opposing end them?

----


This is chapter 2, another famous Shakespeare
snippet, this time from MacBeth and the three witches:


Double, double, toil and trouble;

Fire burn, and cauldron bubble.


Second Witch 

Fillet of a 
fenny snake,

In the cauldron boil and bake;

Eye of newt and toe of frog,

Wool of bat and tongue of dog,

Adder's fork and 
blind-worm's sting,

Lizard's leg and howlet's wing,

For a charm of powerful trouble,

Like a hell-broth boil and bubble.

----


For chapter 3, we turn to Romeo and Juliet and
famous lines by Juliet:

O Romeo, Romeo! wherefore art thou
Romeo?

Deny thy father and refuse thy name;

Or, if thou wilt not, be but sworn my love,

And I'll no longer be a Capulet.

---

Consider these 3 chapters to be sample
chapters of your eBook. You may have 3 chapters or 30 or 300
chapters, but creating the table of contents concept is the same.
Here is a step-by-step guide.

In Microsoft Word, the primary icons to
use are the Hyperlink and Bookmark icons (see below):
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- Start by creating a table of
contents. Do this with the centering icon, not with tabs. The
centering justification icon is part of the formatting toolbar.
Type out your chapter names as noted above: Chapter 1, 2, 3 or any
chapter names you want to use.
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- Next, decide where you want chapter
breaks. In some cases, such as my example, the breaks are obvious:
Ch 1, Ch 2, and Ch 3. In other works, these
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