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WasuAwnlnalAgw
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thriug ghuldisviriiuisan ghuds:3amaasia=naundiusoiéooiu
ada laaldudrenduoimsanmiasnssunuu 8lu-uison RlHedAgalu
Su A WWLAUADATUHKUNDIAISYgALN:danua:anucvadefAau:
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= , _ aswduwosidndvadiuadasauiuaidndusv
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onduthriusuA>WwdvlknduavVILnQHUIDS:dulan tnAMaun:aanfAu:ua:thudvuHoldovansou A

tkedAgalulan Harbin International Ice and Snow Festival $volu 1Ja:3adutWgvasoldeotiidu
ahesunuUs:aunssulhudvaandvnisignun:aanlaggroiiindornidnnyulan lagthdsududo
KaekluApuULAzadanWoUs:naulbusUsivdiva sunatgiluliiovilkiosukaaoonuiontnwiens
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—_

AuaulouInue WU Uvusalntiedsusaua mstaualadiaasuiudv nistauns:arududiudo aoatdorn
Srgurtuas:unniunalvonniAdiaauvuiInni -20 ovAa Mistaulpdaina mstautdrsuauindo Wudu

KUTELKQ : KINV1U ICE and SNOW gollianuisatdisuld kéadmsidaursuanisiunisida
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Insert your

first table of contents

Create, update, and customize a table of contents

You don't need to wait until your pages are finalized; inserting a table of contents can be an
early step in creating your document. As the pages of your document develop, Word helps you
keep the table of contents up to date.

This doc isn't just for reading, it's for trying too. Watch for the Try it text in red
throughout this document so you can learn by doing.

Insert a table of contents

To add a TOC (short for table of contents), just decide where you want it. Word will do the heavy
lifting.

Try It: Hit Enter after the first paragraph in this doc to get a new line. Then, go to the
References tab, select Table of Contents, and choose a TOC from the gallery.

File Home | Insert | Draw | Design | Layout WHEEEI=N Mailing:

O 4 Add Text - 1 M o, =
! Update Tabl = A v Eq
! ate Table -
Table of : Insert Smart Insert &
Contents = Footnote Lookup Citation~ =0
Built-In
Automatic Table 1
Contents
Heading 1 % 1
T o - N
. Automatic Table 1
Automatic Table 2 Automatic table contents (labeled

"Contents") that includes all text
formatted with the Heading 1-3

Table of Contents  styles

Heading 1 1

Heading 2 1

Voila! Word found all the headings in this document and added a TOC.

Page | 1
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