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Section 1: Introduction
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Step Two:

In the main toolbar, select Insert, then Table of contents. There are two options you can choose.

The Table of Contents will appear wherever the cursor is, so make sure it's where you want to place the

table.
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Section 1; Introduction
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Section 2; Argument
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Section 3: Conclusion
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“With Blue Links” will create a Table of Contents with active
hyperlinks to those sections. This option is good for web use or

very long documents.

“With Page Numbers” will create a Table of Contents with page
numbers listed. This option is good for print use.

Additional Info: You can update the Table of Contents if you make any changes to your

document by hitting the referesh button




