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 Headingl...Heading7.

Topics covered in this instructional file:
e Generate a table of contents using the TOC generator on a document with all the topics labeled with styles Heading 1...7
e Delete a section of the text and update the table of contents
e Change the color of Heading 1 and update the Styles for Heading 1
e 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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Openthe sample file and
place the cursor below the
Table of Contents.
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Toinsert the table of contents,
click onto the References tab.

Select Table of Contents.

Selectinsert Table of Contents.
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page and updating the TOC.

Goto page 5 and highlight the
entire section of B and delete the
content.
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century, with the Corps leading the way. As the century progressed officers served their country
by controlling the spread of contagious diseases such as smallpox and yellow fever, conducting
important biomedical research, regulating the food and dreg supply. providing health care wo
underserved groups, supplving medical assistance in the aftermath of disasters, and inn
other ways. ¥

Today the mission of the Corps is "Protecting, pr advancing the health and safety of

the Nation,” ¥
1
BATareer Tracksf

Dental officers can select from the following Career Tracks when choosing to further
their career

1.~ Clinical and Clinical Management Y]

These officers provide dental services within the scope, quality, and quantity consistent
with Corps polices. An Officer’s billet level assignment pattern should demonstrate a
continuum of increasing capability and responsibility comesponding to their vears of
training and experence (T&E) credit. This track culminates in Clinscal Management,
Consuttant, or Tramning positions. Examples of OPDIVs/STAFFDIVS employing dentists
in this career track include the Indian Health Serice (IHS), the Federal Bureau of
Pnsons (BOPF), the U.S. Coast Guard (USCG), the ICE Health Services Corps (IHSC),
and Health Resources and Services Administration (HRSA)LY

1
2 -+ Program Management ]

Dental officers (DOs) who work in this career track are responsible for managing large
program areas such as pobicy development, planning, training, or legislation. These
positions are usually located at national or regional headquarters such as HHS, BOP
and the USCG or nationally recognized agencies such as the Centers for Disease
Control and Prevention (CDC), the National Institutes of Health (NIH), the Food and
Dirug Administration (FDA), HRSA, and IHS ]

1
3.+ Epidemiology/Public Health |

£
These DOs work in a vanety of fields which can be generally categorized as ]
Epidemiology/Public Health and covers the range from epidemiclogic practice or T
m:sﬂz Words: 6426 | OB mmpE 3 | 3% (=) { {+] H

Motice that the previous heading
“C"has beenupdated to "B”.

Mow goto pagel to update the
table of contents.
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Motice that subheading “B"
has notbeendeleted fromthe
table of contents.

Toupdate the TOC, click the
Referencestab, and select
Update Table.

Youwill notice that the
ariginal topic for “B” has been
removed and replaced with
the subsequent topic.

Motice all the page numbers
have beenupdated also.
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Page 2 of 289
Ll

| want 1o thank the Dental Professional Advisory Committee (DePAC) for their hard work
in producing this comprehensive resource manual. The collated material i organized
by topic and easy 10 access. Pertinent Corps pobicies are explaned and have
comesponding hyperinks to reference documents and web pages. ]

1

As we look to grow our category | bebeve this manual will be particularly beneficial for
recruiting new officers. Please feel free to share this document with ial apphcants
considenng a career in the Corps. More importantly, this resource manual will be useful
for those of us who need a one stop document 1o help understand current pobcy
:rwwmmm. 1

Since thes is a dynamic document, we are committed to updating this information as
pohcy changes. If you discover a policy that has been overlooked or beleve you have
new informaton that should be included n this manual, please contact the Chair or Vice
Chair of the DePAC for their consideration of your request. |

1
| encourage all Officers and Civil Servants who supervise Corps Officers to review this
document with their staff. Thank you for your servicel]]

1

RADM Nicholas S. Makridest
Chief Professional Officery]
1

Mission of the Commissioned Corps of the U.S. Public Health Service Y

Mextexercise is to change the style
andupdate Heading 1.

Goto page 3 and highlight the topic
Introduction. Notice thatthe Styles
Heading1 is automatically
highlighted.

Mote: you may have to scroll up and
down tofind Heading1 if it is not
visible.

- 0 = 4
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Toupdate the Heading 1 for all
topics, move cursorto Heading

1.
. Right click and select Update

. Heading 1 to Match Selection.
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in producing this comprehensive resource manual  The collated matenial 5 organized Motice that all Headings 1 on the
2 by topic and easy to access. Pertinent Corps policies are explained and have
- comesponding hyperfinks to reference documents and web pages. documenthave been updated to
3 As we look 10 grow our category | believe this manual will be paricularty beneficial for the new color.

recnting new officers. Please feel frée to share this document with potential apphcants
considenng a career inthe Corps. More importantly, thes resource manual will be useful

l for those of us who need a one stop document to help understand curment policy
i changes and requerements.
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Since this 15 a dynamic document, we are commitied to updating thes information as
pobcy changes. If you discover a policy that has been overlooked o bebeve you have
new nformation that shoukd be included in this manual, please contact the Chair or Vice
Chair of the DePAC for thew consideration of your request. §
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1

1.- Clinical and Clinical Management Y

These officers provide dental services within the scope, quality, and quantity consistent
with Corps polices. An Officer's billet level pattemn should demonstrate a
continuum of increasing capabidity and responsibility corresponding to thesr years of
training and expenence (TAE) credit. Thes track culminates in Clnical Management,
Consultant, or Training postions. Examples of OPDIVS/STAFFDIVs employing dentists
in this career track include the Indian Health Senice (IHS), the Federal Bureau of

Prisons (BOP), the U.S. Coast Guard (USCG), the ICE Health Serwices Corps (IHSC),
and Health Resources and Services Administration (HRSA)Y

1

2 - Program Managemenl Y

Dental officers (DOs) who work in this career track are responsible for managing large
development, These

program areas such as policy planning, training, of
nMMMﬁMwWWMHHHS BOP
and the USCG or nationally ies such as the Centers

Cantrol and Prevention (CDC), the National Institutes of Heaith {NIH), the Food and
Drug Adrmanistration (FDA), HRSA, and IHS.§

1

3.~ Eprdemiclogy/Public Health Y

These DOs work in a variety of hields which can be generally categorized as
Epsderniclogy/Public Health and covers the range from epidemiclogic practice or
research, health promaotion, scientific information development, and study design or
data collection. These officers usually work for OPDIVS/STAFFDIV's of the COC,
Matonal Center for Health Statistics, NIH, and HRSA]
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Similarly, change the style for
Heading 2.

Highlight the topic Career
Tracks. Notice thatHeading 2 is
automatically highlighted in the
Styles box.
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Today the mission of the Corps is "Protecting. promoting. and advancing the health and safi
the Nation." ¥

1
= B.+Career Tra

Dental officers can select from the following Career Tracks when choosing to further
:ne'rcamm-}l

1.-+ Clinical and Clinical Management Y|

These officers provide dental sernices within the scope, quality, and quantity consistent
with Corps polices. An Officer's billet level assignment pattern should demonstrate a
continuum of increasing capabidity and responsibility corresponding to their years of
training and expenence (TAE) credd. This track culminates in Chnical Management,
Consultant, or Training posiions. Examples of OPDIVE/STAFFDIVs employing dentists
in this career track include the Indian Health Service (IHS), the Federal Bureau of
Prisons (BOP), the U.S. Coast Guard (USCG), the ICE Health Serwces Corps (IHSC),
and Health Resources and Services Adminsstration (HRSA)Y

1

2 = Program Managementy

Dental officers (DOs) who work in this career frack are responsible for managing large
program areas such as policy development, planning, traning, or legslation. These
positions are located at national or regional headquarters such as HHS, BOP
and the USCG or nationally recognized agencies such as the Centers for Disease
Control and Prevention (CDC), the National Institutes of Health (NIH), the Food and
Drug Administration (FDA), HRSA, and IHS

1
3.~ Epidemiology/Public Health

These DOs workl in a vanety of fields which can be generally categonzed as
Epidemiology/Public Health and covers the range from epidémaologic practice or
research, health promotion, scientific information development, and study design or
data collection. These officers usually work for OPDIVS/STAFFDIVS of the CDC,
Mational Center for Health Statistics, MIH, and HRSAY
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Change style of the topic by
clicking Italics and Underline.

Toupdate these new settings
for all topics under Heading 2,
right click on the Heading 2 and
select Update Heading 2to
Match.




