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      The Easy Word Essentials 2019 series of books is designed for those users who just want to learn one specific topic rather than have a more general introduction to Microsoft Word 2019, which is provided in Word 2019 Beginner and Word 2019 Intermediate.

      Each book in this series covers one specific topic such as formatting, tables, or track changes.

      I’m going to assume in these books that you have a basic understanding of Microsoft Word. However, this book does include an appendix with basic terminology just in case I use a term that isn’t familiar to you or that isn’t used the way you’re used to.

      This entire series of books is written for users of Word 2019. If you have a different version of Word then you might want to read the Easy Word Essentials series instead which is written as a more general approach to learning Microsoft Word.

      For most introductory topics there won’t be much of a difference between the two, but just be aware that this particular series does not worry about compatibility with other versions of Word whereas the more general series does.

      Also, just a reminder that the content of this book is directly pulled from Word 2019 Beginner and/or Word 2019 Intermediate so there may be references in the text that indicate that.

      Alright. Now that the preliminaries are out of the way, let’s discuss lists.
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      A bulleted list is just what it sounds like, a list of items where each line starts with some sort of marker or bullet on the left-hand side. The most common bullet choice is probably a small dark black circle that’s filled in, but Word has additional options you can choose from such as an open circle, a filled-in square, and a checkmark. (See image below.)

      You can either start a bulleted list before you have your items ready or you can take a list of items, highlight them, and then apply a bulleted list.

      With either option, the way to do this is to go to the Paragraph section of the Home tab and click on the arrow next to the bulleted list option to bring up a dropdown menu where you can select the type of bullet you want.
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      If you simply click on the image of the bulleted list instead of using the dropdown menu, your bullet will be a solid black circle.

      Here are samples of each of the bullet choices shown above. (I had to create this by going into each line and choosing a different bullet type for that line. The default with bulleted lists is that once you choose a bullet that will be the bullet used for every line.)
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      When you choose to insert a bulleted list, if you don’t have any text selected already then a single bullet will appear on the page where your cursor was, waiting for you to type in your first entry.

      If you do have items selected, each paragraph will be indented and the bullet type you chose will be added at the beginning of each of the paragraphs.

      The mini formatting menu also has the bulleted list option available in the middle of the bottom row, so that’s another option for applying or removing a bulleted list.

      Once you’ve started a bulleted list each time you hit enter at the end of the text for a bulleted entry a new bullet will appear on the next line for you to add your next item.

      Hit enter twice to return to normal paragraph indenting with no bullet. If you add a new bulleted list and then don’t type any text before you hit enter again that will also revert back to no bullet.

      (The double enter trick works for the first level of bullets. If you have a list with multiple levels of bullets, which we’re about to cover, then you will need to hit enter until Word works its way through the levels of bullets and back to a blank option.)

      You can create a bulleted list with multiple levels by using the Tab key to indent any line you want to the next level. Like so:
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      Here I’ve created three levels of indented text. I started with my first bullet and typed my text, then hit enter after Level 1. Next I used the tab to move that solid bullet in one level and create a second-level bullet. I then typed my text for that level and hit enter. And then repeated the process of tab, type, enter to create the other levels.

      By default, when you hit enter from an existing line of a bulleted list the next line will be indented at that same level and will use the bullet mark for that level of indent.

      To decrease an indent one level you can use Shift- + Tab.

      When using Tab or Shift + Tab, if that line already has text in it be sure to place your cursor before any text. In the examples above, that would mean place it to the left of the first L in Level.

      When you create a multi-level bulleted list, Word assigns a different bullet type for each indented level.

      From what I can tell it uses the open circle for the first indented bullet, the black square for the second one, and then the black circle for the third one regardless of which option you chose for your first bullet. (See above.)

      It then starts over again with the open circle for the next-level indent.

      To change the bullet style for any level in your list, click on that line and go to the bulleted list options and choose a new bullet type.

      That will apply that new bullet type to all lines in your list that are indented at that level. So, for example, all second-level indents will have the same bullet type and if you change that type for one line it will change it for all second-level indents in your list even if they are not listed together.

      To remove bullets from a list, select the list, and then click on the bulleted list option in the Home tab or mini formatting menu. Your bullets will be removed, but the text will remain indented.

      Another option for removing a bullet is to go to the beginning of the text for that line and backspace. Once will remove the bullet but keep the text where it is. Twice will move the text to the beginning of the line.

      (You can also use the Format Painter to apply bullets to a list of entries or to remove them.)

      With bulleted lists, Word will automatically indent your bullet and text when it adds the bullet for the first level. If you don’t want that, you can use the Decrease Indent option to move the bullet back to the left-hand side of the page but keep the bullets.

      If you decrease the indent for the first level of a multi-level bulleted list, this moves all levels back one indent.

      The same works for increasing the indent using the Home tab option. If you increase the indent for the first level, it will increase the indent for all levels.

      (For levels below that first level using Decrease Indent or Increase Indent just moves that specific line forward or backward one indent.)

      You can also use the Paragraph dialogue box to have more control over how much each line is indented and whether each bulleted line should be treated as a hanging paragraph or not.

      Another option you can use for indenting is the Adjust List Indents option from the dropdown menu on the main workspace. That will bring up the Adjust List Indents dialogue box.
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      This dialogue box allows you to choose the indent amount for the bullet. (It also is available for numbered lists, which we’ll talk about next.)

      The first choice is how much to indent the bullet or number.

      The second choice is how much to indent the associated text.

      The third choice is what type of separator to use between the bullet or number and the text. The default is a tab but you can also choose to use a space or nothing.

      The choices you make here are probably more finicky for numbered lists than they are for bulleted lists since the bullet size remains constant no matter how many entries you have in your list. With numbered lists you have to move from 1 through 9 to 10 to 99 and then to 100 on which requires different amounts of space so each change can create a difference in the appearance of the list.

      One more thing to note and then we’ll move on to numbered lists.

      I often will use the Paragraph dialogue box to add extra line spacing between bulleted list entries since sometimes I think entries in a list look better with a little more spacing between them than is used in a normal paragraph.
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      A numbered list is similar to a bulleted list except the entries are either labeled with numbers or letters. If you’ve ever had to provide an outline of a paper for school, I’m sure you’ve run across a numbered list before.

      One easy way to create a numbered list is to simply type the first number you want to use, the separator mark you want, and then a space.

      So, for example, if I type a capital A and then a period and then a space that will give me the first entry in a numbered list that uses A, B, C, D, etc.

      When I do that, Word automatically indents that text and turns it into the first entry in a numbered list so that when I type in my text and then hit enter the next line will be “numbered” in sequence and indented as well.

      (If Word ever does that to you and you don’t want it to indent and start creating a list, just use Ctrl + X to Undo. You can also click on the little AutoCorrect dropdown that appears to the left-hand side of the entry and choose to undo from there.)

      The other option, especially if you already have your text entered and just need to convert it to a numbered list, is to select the lines you want to number, go to the Paragraph section of the Home tab, click on the arrow next to the Numbering option, and
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