Chapter

7

Bulleted and Numbered Lists

One of the applications of hanging indents is the creation of bulleted or numbered lists.
Google Docs 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.

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

1 Load Google Docs or start a NEW DOCUMENT.

2 Enter:
Fasten Your Seat Belts <enter> or <return>
<enter> or <return>
Vulcan has just released the Volcano GTi featuring: <enter> or <return>
<enter> or <return>
Untitled document | ] info2got.com.au
File Edit View Inset Format Tools Table Add-ens Help Saving... Commen = m
ST o memaen ey 2 " KO F 7| 3 Highlight the first line of text, select
a FONT, set the FONT SIZE to 24 pt,
the STYLE to BOLD, ITALIC and select
Fasten Your Seat Bel a TEXT COLOUR.
Vulcan has just released the Volcano GTi featuring:
H Untitled document [ ] ) infog@pet.com.au - | —
File Edit View Inset Format Tools Table Add-ons Help Saving...

4 Highlight the second line of text, set
the FONT SIZE to 14 pt, the STYLE
to BOLD and select a different TEXT
COLOUR.

& o~ T 100% - Normaltext - Arial - 1w -

Fasten Your Seat Belts

Vulcan has just released the Volcano GTi featuring:
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Learning Google Docs

Entering the Points

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

Untitled document ]
File Edit WView Insett Format Tools Table Add-ons Help  All changes saved in Drive

& o~ T 100% - Normaltext - Arial - "M - | B T UA- ca

Fasten Your Seat Belts

Vulcan has just released t

2 1 1 2 a 4 5 6 7 3 2 10

info@get.com.au -

I~
1=
=
%

1 Position the cursor at the blank line
after the sentence and click on the
BULLETED LIST icon in the TOOLBAR.

Untitled document [ ]
File Edit View Inset Format Tools Table Addons Help All changes saved in Drive

[ 2l | -r‘ 100% - Normal text  ~ Arial - M1 - B I U A- co

Fasten Your Seat Belts

Vulcan has just released the Volca

e 185 KW 2.6 litre V6 engine

2 1 1 2 a 4 5 il 7 3 8 10

info@get.com.au ~

2 Enter the point:
185 KW 2.6 litre V6 engine

and press <enter> or <return>.

3 Enter the next 3 points:

All-wheel drive

18-inch alloy wheels

<enter> or <return>

<enter> or <return>

Premium 8-speaker sound system.
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Bulleted and Numbered Lists

Untitled document

File Edit View Insert Format Tools Table

info@get.com.au v

Add-ons Help  All changes saved in Drive Comments

N

& o~ T 100% - Normaltext - Arial uvnrgi-:—:E === = T= = -iE-=E | L (L8 A
Firskon Vour Soat Dolis 4 Highlight the 4 bulleted points and
— e set the FONT SIZE to 14 pt and the
ulcan has just released the Volcano GTi feat
TEXT COLOUR to the same as the
e 185 KW 2.6 litre V6 engine .
o Allwheeldrive second line of text.
e 18-inch alloy wheels
e Premium 8-speaker sound system.
Untitled document [ ] info@get.com.au +
E File Edit View Inset Format Tools Table Add-ons Help All changes saved in Drive Comments
& e~ T 100% - Normaltext - Arial 14-B!Qi-=—=E === = |i= = riElv EiE | A |1 Y R
v
Fasten Your Seat Belts Akl apacs betore
Add space after list item
Vulcan has just released the Volcano GTi featuriy . . .
T — 5 Click on the LINE SPACING icon in
« Alwheel drive the TOOLBAR and select 1.5 lines.
e 18-inch alloy wheels
e Premium B-speaker sound system.
NOTE: i Settingthe line spacingto 1.5 lines is another way of adding half
line spacing between the points.
ii Notice that the automatic bullets have set the indents in the Ruler
to hanging indents.
iii  When entering bullets, pressing the <enter> or <return> key twice
turns the bullets off.
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Formatting the Bullets

The default bullet character is a solid dot. This can be changed to other characters such

as an arrow or a tick.

Untitled document

info@get.com.au ~

File Edit View Inset Format Tools Table

Add-ons Help  All changes saved in Drive

& o~ T 100% - Normaltext - Arial - 14 - B I U A

2 1 1 2 a 4 5 6 7 ] 8 10 1

Fasten Your Seat Belts

Vulcan has just released the Volcano GTi featurip—

= 185 KW 2.6 litre VB engine

= All-wheel drive

=> 18-inch alloy wheels

= Premium 8-speaker sound system.

UA- e=H =

bod

N

1 With the 4 points still highlighted,
click on the arrow next to the
BULLETED LIST icon in the TOOLBAR.

Try the different options then select
one.

—

Untitled document |
File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive
& e oA T o100% -

Normal text - Arial - M - B 7 U A- co2

2 1 1 2 a a 5 8 7 3 8 10 1

Fasten Your Seat Belts

Vulcan has just released the Volcano GTj

= 185 KW 2.6 litre V6,
= All-w|

=> 18-inch alloy wheels
=> Premium 8-speaker sound system.

info@get.com.au ~

2 Click on the page to remove the
highlight and the formatted bullets
should be visible.
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