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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Word 365 Essentials series of titles. These are targeted titles that are excerpted from the main Word 365 Essentials series and are focused on one specific topic.

      If you want a more general introduction to Word, then you should check out the Word 365 Essentials titles instead. In this case, start with Word 365 for Beginners which covers bulleted and numbered lists as well as other introductory topics.

      But if all you want to learn is bulleted, numbered, and multilevel lists, then this is the book for you.

    

  


  
    
      
        
          
          

          
            BULLETED LISTS

          

        

      

    

    
      
        
        Bulleted Lists

      

      

      Chances are that if you write enough corporate reports, at some point in time you will be asked to either create a bulleted list or a numbered list, so we’re going to cover those now.

      A bulleted list takes a series of text entries on different rows and puts bullet points in front of them. Like this:

      
        
          [image: Example of a bulleted list]
        

      

      Note that it indents those entries by default.

      To apply bullets to a list, select your text and then go to the top row of the Paragraph section of the Home tab and click on the Bullets image. That will apply a standard bulleted list like you see above.

      If you instead click on the dropdown arrow there, you can choose the type of bullet to use:
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      Because I just applied a bulleted list, I have a section at the top called Recently Used Bullets that shows the type of bullet I just used. Below that is the full list of bullets that you can choose from by default under the heading Bullet Library. And below that is a listing of any bullet types used in this particular document.

      You can also click on that Define New Bullet option at the bottom to create a brand-new bullet type, but we’re not going to do that here.

      It’s pretty basic to create a bulleted list.

      Once a line of text is bulleted, when you hit enter from that line, the next line will also be bulleted.

      You can remove that bullet by using the Backspace key, but you will still be indented to align with the text entry in the line above. If you Backspace two more times that should take you to the left-hand side of the page.

      Another option is to hit Enter twice from a bulleted line. That will also remove the bullet point and take you back to the left-hand side of the page.

      With bulleted lists the continuity of the list isn’t an issue the way it is with numbered lists. But if you start adjusting the indent of various lines and are using bullets in multiple locations in your document you can end up with a situation where the appearance of a bulleted list on one page does not match that on another. So be careful if you go down that road.

      Also, if you start a bulleted list and then have indented bullets, those indented bullets will be different by default. Like so:
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      Word does this automatically as you indent each level and will automatically apply that bullet consistently for that indent level. Note that it cycled back to the first bullet type when I reached the fourth level.

      You can customize this, too, using the Bullets dropdown, but exercise caution when doing so.

      I indented each line there using the Tab key after clicking in front of the first letter of each row, but you can also go back to the Bullets dropdown and use the Change List Level secondary menu to choose an indent level for each line.

      Shift + Tab will reverse the text one indent level.

      You can also use the Decrease and Increase Indent options in the Paragraph section of the Home tab. The advantage of using those is that you can click anywhere on that line of text, you don’t have to click at the start of the line like you do when using Tab or Shift + Tab.

      To remove bullets from a bulleted list, select your list and then click on the bulleted list option again.

      The mini formatting menu also includes the Bullets dropdown menu.

    

  


  
    
      
        
          
          

          
            NUMBERED LISTS

          

        

      

    

    
      At their most basic, numbered lists work much the same way as bulleted lists. Select your rows of text and then click on the Numbering option in the top row of the Paragraph section of the Home tab. Word will turn your entries into a numbered list that looks like this:
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      Note that the numbered list is indented by default.

      You can also start a numbered list by simply typing the first entry (1., A., etc.) and Word will convert that into a numbered list for you. (If you don’t want that, just use Undo, Ctrl + X, right away.)

      If you hit enter from a line that’s a numbered entry it will either continue the numbering (if at the bottom of the list) or insert a new numbered entry and then renumber all other entries in the list (if in the midst of a numbered list).

      You can remove a numbered entry using the Backspace key. When you do that, like I have below with what would have been number 2 in this list, Word will renumber any subsequent numbered entries to maintain a numbered list that goes from 1 to 2 to 3, etc.
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      There is a Numbering dropdown menu that lets you choose other numbering styles:
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      If you click on one of your numbered entries and then choose a different format from that dropdown it will change all of your entries to the new format.

      Select the Set Numbering Value option at the bottom of that dropdown menu to open the Set Numbering dialogue box:
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      This dialogue box allows you to start a new numbered list instead of continuing the prior one or to continue a numbered list from earlier in the document. You can also choose the value for that entry.

      To create a multi-level list using the Numbering option, use Tab or the Indent option to move the text to that next level. Word will automatically assign a numbering option for that next level.

      Here you can see it went 1, a, i, and then back to 1 again.
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      When I changed the first level to an A. instead, it still went with a, i, and then 1 for the next three levels. So it doesn’t follow the standard format for an outline that I was taught in school.

      If you really need to go down that route, the Multilevel List option will give you far more control, but we’re not covering it here because it can be very finicky in my experience.

      Also, be very, very careful using either multiple numbered lists in a large document or using numbered lists where there are large gaps between the entries.

      It’s possible to do and I have certainly done so more than once. But this is one of those areas where I have wasted more time and energy than I can count going back and forth between different sections of a document to make sure that a change on page 10 didn’t renumber my entries on page 65 or vice versa.
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