atulvij.com - Word Beginner Course: Lesson 2 - Headings and table of contents
YOUR TASKS (tick them off as you go):
☐ Apply Heading 1/2/3 as in Lesson 1.
☐ Open View > Navigation Pane and drag 'Products' above 'Regional performance'.
☐ Insert a table of contents at the top (References > Table of Contents).
☐ Change a heading, then right-click the TOC > Update Field > Update entire table.
——————————————————————————————
Quarterly Sales Review - Q2 FY 2026-27
Prepared by: Sales Operations, New Delhi
Summary
Sales for July to September reached Rs 56.9 lakh, and September was 51% higher than July. Three of four regions met target.
Regional performance
North and West led the quarter. South recovered in September after a slow July.
North
North closed at Rs 15.9 lakh against a target of Rs 15 lakh, helped by two large laptop orders.
South
South reached 66% of target. The new distributor in Chennai started in August.
Products
Laptops remain the largest category by value; keyboards lead by units.
Next steps
Hire one more field executive for the South. Review printer pricing before Diwali.




