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03-HOWTO-Use Microsoft Word Table of Contents (TOC) Generator 

 
Microsoft Word TOC generator is a very useful tool to automatically generate and update the table of contents for a Microsoft Word document. After editing a 
large document with 20 to 100+ pages, the process of manually checking and updating the table of contents is difficult, time consuming, and may be inaccurate.  
Using the TOC generator, updating the table of contents is as simple as two clicks.  Having an accurate table of contents for large document is a requirement of 
508 Compliance. 
 
This instructional file provides step-by-step instructions on how to use the Microsoft TOC generator.  One assumption is that all headings in the documents are 
already labeled with the Heading1…Heading7.   
 
Topics covered in this instructional file: 

• Generate a table of contents using the TOC generator on a document with all the topics labeled with styles Heading 1...7 
• Delete a section of the text and update the table of contents 
• Change the color of Heading 1 and update the Styles for Heading 1 
• Change the font of Heading 2 and update the Styles for Heading 2 

 
Note: the information in these files has been altered and/or deleted from the original file to illustrate key learning concepts.  Please let me know if anything is 
not working. 
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