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GET STARTED ARY GHT AW

Thi s

pl acehol der text includes tiamsd to help you qgiic
add other el ements, such as a chart, diagram, or {ab
mi ght be amazed at how easy it is.
LOOK GREAT EEERY TI M
e Need a heading? On the Home tab, in the Styles ggll
heading you want. Noticg esherldtybeachimasthar galle
quote or a numbered | ist.
e You might |ike the photo on the cover page as mu¢h
not ideal for -cyloiucrk rietp carntd, trhiegpghtc|l i ck Change Pi ctflur e
your own.
e Adding a pogabés s yougsanhapph.i cl ni sf aact, when you add a
chart or a SmartArt diagram from the Insert tab, |it
the | ook of your report.

GI'VE |I'T THRG TFOWCH HI

Need to add a table of contents or a bibliography
ADD A TABLE NFS CONTE

l¢oul dn't be easier to add a table of contents to
document where you want the TOC to appear. Then,
click Table of Contents and then click one of the
When you do, the dT @G xits yiorus drotrerdatared using Headin
Heading 2, and Heading 3 styles is automatically {
ADD A BI BLI OGRAPHY

On the References tab, in the Citations & Bibliogrt
Citation for the option to addnsbvtheces and then pl
document .

When you've added all the citations you need for
References tab, click Bibliography to insert a fof
choice of styles.
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