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--------------------------- Insert new material here---------------------

-- Click on Format > Styles and Formatting to use headings

-- To change heading, modify any heading as desired, then click drop-down box next to the heading number and select “update to match selection.”

-- To update Table of Contents: click to select Table of Contents, then press F9 at top of keyboard. (I like to leave the instructions for this on the document since I keep forgetting, so I put a note about it under the word “Contents” above.)
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