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Introduction

The purpose of this file is to create structure and navigation for a report. This can be used by college and university students, business managers and anyone wanting an easy way to set up a report. Just replace this text with your own, use the shortcuts below and you’re off. Good luck.
Shortcuts used in this File

Ctrl + Enter key: to insert a page break

Ctrl + Home key: to go to the top of the page to update the table of contents

Alt + Ctrl + 1: to set Heading 1
Alt + Ctrl + 2: to set Heading 2

Right click on top of the “Table of Contents”: to update the TOC. Choose update field and entire table.
Microsoft Word Training

Enter your normal text here.

Microsoft Excel Training

Enter your normal text here.

Excel Spreadsheets

Enter your normal text here.

Excel Formula

Enter your normal text here.

Excel Graphs

Enter your normal text here.

Conclusion

Enter your normal text here.

Summary

Enter your normal text here.
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