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Word Creating headings in your document.

Word Creating heading on your document.

Starting with having the document finished and desiring to create headings.
1. Select the text you want included in your heading.
2. Press Alt + H + L  This opens a window with different heading choices.  (I frequently use Heading 1)
3. Use the Arrow keys to find the heading you want, and press enter.

To Move to a heading

Starting with having the document open.
1. Press Insert + F6 to open the headings list.
2. Use the up or down arrows of first letter navigate to find the heading you want to go to. 
3. Press Enter
4. Use normal reading tools to start reading from there.

Creating a Title
Starting with having the document finished and desiring to create a Title.
1. Select the text you want included in your title.
2. Press Alt + H + L   this opens a window with different heading choices.  
3. Use the Arrow keys to find the Title and press enter.
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