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Title of Your Document (Heading 1)
Start by adding the title of your document in the properties area by going to File > Info. On the right side, you can view/edit the 'Title.' For mac users go to File > Properties > Summary > 'Title field.' 
Use Format > Style and choose heading 1-5 for hierarchical headers starting with Heading 1.
Heading 2
Do not stack headings on top of each other without paragraph content in between.
Heading 3
Sample using paragraph content in between headings.
Images
Images need alternative text (alt text). Right click on image to provide short descriptive of image as though to a person using assistive technologies; make images meaningful to that person. Images should support your content. Avoid using decorative images but if you choose to select checkmark "Mark as decorative."
Example good alt text : "Runners crossing the finish line at the Boston Marathon wearing blue shirts."
Avoid vague alt text: "Marathon."
Tables
Use tables for tabular data only
Example Tabular Data
	
	In-State
	Out-of-state
	Regional

	Tuition
	$15,813
	$38,620
	$27,620

	Mandatory Fees
	$745
	$745
	$745

	Education Abroad
	$5
	$5
	$5
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