Using Headings/Styles

Step by Step

1. Create your content (titles, subtitles, etc.)

2. Highlight the first title

3. Use the Styles and Formatting menu on the menu bar

4. Choose the appropriate Heading. Headings should be deployed in sequential and hierarchical order. In other words, Heading 1 should be used first, followed by Heading 2, etc. Keep the Headings in semantically correct order so the user can “scan” the page and find information more easily.

5. Save your document.
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Title of the Story
This is the subtitle
This is my story. Once upon a time there was a big
The End
Use the screen capture tutorial video to see how you can create new Headings
and styles
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Title of the Story
This is the subtitle

This is my story. Once upon a time there was a big …

The End

Use the screen capture tutorial video to see how you can create new Headings and styles.

