Bulleted and Numbered Lists

Chapter

7

One of the applications of hanging indents is the creation of bulleted or numbered lists.
Microsoft Word has automated the process to make the creating of these lists very easy.
To illustrate this let’s create an advertisement for a new car.

Turning

on Automated Lists

The automated list option may already be turned on, but it is easy to check.

1 Load Microsoft Word or close the current file and start a NEW BLANK DOCUMENT.

2 Click on the FILE tab and select OPTIONS.

Vs
CCERF 3 Select the PROOFING category and
w| | - = i
click on the AUTOCORRECT OPTIONS
z 3 calf | SeEnem ! \_}TI Change how ects and formats your text. button.
Paste B Display
CI\D;aar-uj. | Proofing AutoCorrect options
@ Save Change how Word corrects and formats text as you type: | A
. Language "
& — ' AutoCorrect
- Customize Ribban A 2 }—‘ormat I Sloe
=1 utoCorrect lath AutoCorrec | AutoFaormat As You Type .
- Quick Access Toolb Rep‘z;; ;;uttype e ' * 4 CIICk On the AUTOFORMAT AS YOU
- J::;I:mer "Straight quotes” with “smart qu::s; ‘ ZL:SZES(SVT;)::;hd;h (frlpt TYP E ta b a n d C h eck that AUTOMATI C

[C]*Bald* and _jtalic_ with resl farmatting
Internet and network paths with hyperlinks

BULLETED LISTS and AUTOMATIC
NUMBERED LISTS are turned on.

Apply 3
Autamatic bulleted lists Autamatic numbered lists
Border lines Tables
[ Built-in Heading styles

Autamatically as you bype
Format beginning of list item like the one before it
Set |eft- and first-indent with tabs and backspaces
[] pefine styles based on your Formatting

5 Select OK to return to the WORD
OPTIONS dialogue box.

6 Select OK to close the WORD
OPTIONS dialogue box.

NOTE:

The AUTOCORRECT dialogue box can be used to turn these
options off if you decide later that you prefer not to use them.
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Learning Microsoft Word 2010

Entering the Headings

The title of the advertisement and a sentence describing the product will first be
entered.

1  Enter:
Fasten Your Seat Belts <enter>
Vulcan has just released the Volcano GTi featuring: <enter>
WEd9-00 = Document2 - Micrasoft Word = B R
Home Insert Page Layout References Mailings Review View Add-Ins o 9
=% Body) -4~ A° A v E iz = § ‘ A : i
5 g | Shapo e = 8% mecef 2 Highlight the first line of text, select
Paste ¥ B 7| U -abe x % AN T =7 s iy T Namal X
aippeass a FONT of your choice, set the FONT
S e S = SIZE to 24 point, the STYLE to BOLD,
: ITALIC and select a TEXT COLOUR.
: ks
: FastenY
; Vulcan has just released the new Volcano GTfeaturing:
@. H9-0 0= Document2 - Microsoft Word = B = ]
Home Insert Page Layout References Mailings Review View Add-Ins . . .
P ¥ |Gl £ 1 « .| 3 Highlight the second line of text, set

e (B2 W -dex o ArW-A the FONT SIZE to 14 point, the STYLE
to BOLD and select a different FONT

COLOUR.

t=- Oy - Eie T Normal

Clipboard 1% Font

|I| | e O S S N SR S N I N R R >
= 7 7 T 7

Vulcan has iusﬁ'eleased the new Volcano GT featuring:

If the program did not insert a blank line after each line, press

the <enter> key after each line to insert a blank line.
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Entering the Points

Bulleted points will be used to highlight the features of the car.

™ T R I = Document2 - Microsoft Ward = B =
7 Home | Incert  Pagelayout  References  Mailings  Review  View  Adedns = @
I—.j -. calibriBosy) -1t < A0 47 | Aar | B [ 2} | | pasbceoe maBbcodc AaBbC: AaBbCe = % ?@.:::IE‘CE
Pafte j’ B J U ~abe x, X \ - BP . é‘ | . T TNormal T NoSpac.. Headingl Heading2 |_ g?,‘?:ff “:Selm_,
Clipboard 1s Font . 2 4
] (e K~ | | Position the cursor at the blank line
: . itllac::hzual:tojt‘.‘:choose different after the Sentence and CIiCk On the
1l bullet styles. . .
: . BULLETS icon in the PARAGRAPH
| group of the HOME tab.
E Fasten Your Se
Vulcan has jus; ‘eased the new Volcano GT featuring:
i - |
@u H9-0 18- Document2 - Microsoft Word o B 2
_ Home Insert Page Layout References Mailings Review View Add-Ins o 0
uj CatbriBocy) -1 - A" 47 [ Aav | % [E[] =8 | M| pasbcene AsBbcenc AaBbC AaBbCc . % ?E :::Ia‘ce
Faste J B I U -abex x [r¥-A- - THormal - = =
ciphaart 2 Enter the point:
[w] [z e v I-n“‘1u|‘z- e e N e ey T T D T
- 185 KW 2.6 litre V6 engine
: and press the <enter> key.
: Fasten Your Seat Be,
Vulcan has just released t! ew Volcano GT featuring:
; * 186 KW 2.6 litre V6 engine
: N

NOTE: The bullet character may be different on your computer
depending on who has used bullet points before you.

3  Enter the next 3 points:

All-wheel drive <enter>
18-inch alloy wheels <enter>

Premium 8-speaker sound system.
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Learning Microsoft Word 2010

WE2-005= Document2 - Micrasoft Word o B =%
Home Insert Page Layout References Mailings Review View Add-Ins o 0
= % ibri - | A% AP - | 2L IEE A % A Find -
i B A A |5 = 8T paBocede AaBbcedc AaBbCo AaBbce | A |, i
3 tac
Paste B 7 U -k x, X* -0 A~ - fMormal  THoSpaci.. Headingl Heading2 _| Change |
- 7 | Styles= | W Select =
Clipboard & Font Styles .| Editing
|I‘ | T2 R R0 -\“‘LCAI‘Z-|-3-|-4-\-5‘|‘6-'-7-\‘a-\-3‘\‘1U-|-11-“12‘|‘13‘“Lq-l-ls-\-"\‘|‘17-|-13‘\ |§

4 Highlight the 4 bulleted points and
set the FONT SIZE to14 point and the
Fasten Your Se FONT COLOUR to the same as the
: second line of text.

186 KW 2.6 _&rﬂg V6 engin

m| L
E o All-wheel drive
",r e 18-inch alloy wheels
o Premium 8-speaker soundsystem
Vg
Wd9-00E5- Document? - Mierosoft Word 5 Click on the arrow next to the LINE
Home Insert Page Layout References Mailings Review View Add-Ins

SPACING icon in the PARAGRAPH
group of the HOME tab and select
1.5 lines.

3* Calibri (Body} = 14 ~ A° A7 | Aa~

Pa_ste ¥ B 7 U -abe x, X - A
Clipboard 5 Font
o e

30

Line Spacing Options...

Fasten Your Sea% Add Space Before Paragraph

¥ Remove Space After Paragraph

Vulcan has just released the new Volcano GT featuring:

s 186 KW 2.6 litre V6 engine

;_, * All-wheel drive

s 18-inch alloy wheels

* Premium 8-speaker sound system

NOTE: i Setting the line spacing to 1.5 lines is another way of adding
half line spacing between the points.

ii Notice that the automatic bullets has set the indents in the
Ruler to hanging indents.
iii  When entering bullets, pressing the <enter> key twice turns

the bullets off.
—
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