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Verbatim Transcript
 
>> AI Voice:	Whenever formatting documents, instead of manually assigning fonts and sizes, use the Styles tab located in the Home tab.

This has two advantages. 

First, it keeps the document consistent and easy to modify.

Second, it provides an accessible structure that can be easily navigated with a screen reader.

To assign a style. 

Select the text you want to format in the Styles gallery.

Click the style you want, such as ‘Heading 1’. 

If you need to customise the heading, modify the text as desired. Then right click the star in the gallery and select Update heading one to Match Selection.

This will apply your custom formatting to all instances of heading one throughout your document.

Description: 		Moving through the document to locate headings. 

>>AI voice:	Now down here this should be a subheading. I will use heading two for it.

Same for this section. There are lots of other styles you can use or you can create your own.

Styles control font size, colour and spacing. 

Once you are done formatting the document, let me show you a couple of other benefits of using styles.

Go to the view tab...and check the navigation pane.

There, you'll see your entire document laid out by headings.

You can click on any heading to navigate through the document.

One other cool thing you get because of using styles…

Go to the ‘References’ tab.

Click on ‘Table of contents’, and boom!

You can add an instant table of contents based on your headings.

This can save you a lot of time in your document.
	

End.

