Instructions for headings practice in Word:
This document currently has no heading structure. Your task is to add a heading structure to the content below.
Note, for accessibility, it is best to use the downloaded “desktop” version of Word rather than the web-browser version.
To add a heading structure, follow the steps below:
1. Open the Navigation Pane to see the heading structure of the document. 
a. In the Ribbon, click the View tab, click Navigation, the Navigation Pane will appear on the left of the screen, in the Navigation Pane, click the Document Map icon (looks like a bulleted list icon). This will display the structural layout of the document.
b. In different versions of Word, the Document Map tab may be called “Headings”
2. Set a hierarchal heading structure in the document below for heading levels 1 through 4 using the Styles Pane in the Home tab of the Ribbon. 
a. As you add headings, the Navigation Pane will fill in with the structure of your document, showing the different levels of headings visually
Title of the Document – (Set this as Heading 1)
Topic 1 – (set this as Heading 2)
Regular text is here to tell people what topic 1 is going to be about. This might be here in some documents, but it might be absent in others (see Topic 2 below, for example). Even if this section of regular text is many paragraphs long, if a subtopic appears at any point, the next Heading level should be used.
Subtopic 1.1 – (set this as Heading 3)
This is paragraph text that should remain regular text. 
Subtopic 1.2 - (set this as Heading 3)
This is paragraph text that should remain regular text. 
Sub-subtopic 1.2.1 – (set this as Heading 4)
Reminder, don’t skip levels heading levels, for example, if you have a heading 2, the next level must be heading 3, not heading 4, a heading level 4 should only come after a heading level 3, in numerical order. 
Topic 2 (use your best judgement to set this heading level)
Subtopic 2.1 (use your best judgement to set this heading level)
This is paragraph text that should remain regular text. 
Sub-sub topic 2.1.1 (use your best judgement to set this heading level)
This is paragraph text that should remain regular text. 
Topic 3 (use your best judgement to set this heading level)
This is paragraph text that should remain regular text.
