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Sets tone and framework for 
the document

Provides readers a roadmap for 
locating important information

Gives a more professional 
appearance

Tech Republic, 2002 - https://www.techrepublic.com/article/teach-word-users-the-six-benefits-of-a-
table-of-contents/



https://youtu.be/PgwS6Y8wvMs


https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0#PickTab=macOS


https://go.microsoft.com/fwlink/?linkid=2065106


We hope this issue of Tips and Tricks is useful!                                       
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