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MICROSOFT WORD 
FEATURE 2 

 

How to Use Headings 

 
STEP 1: 

 
Select the heading text. 
 
 

STEP 2: In the home tab, select the heading style for example: 
Heading 1 or Heading 2 
 

STEP 3: To modify the styles, right click and adjust style 
accordingly 
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