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Bullets and numbering — plus adjusting tips
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There are a couple of ways of doing bullets and numbering.

Applying bullets / numbering as you type

e.g. Bullets (is same for numbering.)

1. Click bullets button 5=

@'I' 'IO'IHI'Z'II'3'I-I.:

Agenda

2. Type anentry

-|--|o-1a|-2-|-3-|-4

Agenda
e Who's Whol

3. Press ENTER key at the end of the entry (the next bullet appears automatically)

-|- -|o-19|-2-|-3-|-4

Agenda
¢ Who's Who

4. Repeat steps 2 and 3 until you finish your bulleted list

5. Asyou have finished, press ENTER key twice or click bullets button to switch off

Tip: Switch bullets/numbering ON and OFF
These buttons are toggle buttons. So click, it turns it on. Click again, it turns off.
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Type then apply bullets / numbering

e.g. Bullets (the same for numbering.)

1. Type your list up
"E"“'."Z".

Agenda

Who's who

Friday Drink|

4ot 3oz o

2. Highlight the list
-wg-wl-ll‘z-l‘

Agenda

Who'swho

Friday Drink

PR A I

(31 4-1-5-1-8

Company policies
Performance reviews
Required paperwork

C3 1415006

Company policies
Performance reviews
Required paperwork

- —

3. Press Bullets button |:=

4. Done!

"‘§"'1‘."2".

P RER RN

Creating outlined bullets and numbers as you type

(e.g., outlined numbers)

RS

* Agenda

Who'swho
Company policies
Performance reviews
Required paperwork
Friday Drink
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Your bullets/numbering lists can have multiple levels, i.e., having sub-headings and sub-lists. You need to work with the
Increase and Decrease Indent buttons.

For example, a bullet list is below.

e Undergraduate

0 College of Business

Marketing
Economics
Management

0 College of Science

1. Home > Bullets or Numbering

2. Choose the type of outline you wish to use by clicking the arrow next to Bullets or

Numbering
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You can customise your Bullet or
numbered list.
3. (The first outlined number appears automatically)

-|l‘_)-19|-2-|-3-|-4-|-5-|

4. Type a main heading

-|l‘_)-19|-2-|-3-|-4-|-5-|

1. Introduction

5. Press ENTER key (next outline number automatically appears)

-|O-19|-2-|-3-|-4-|-5-|

1. Introduction
2.

6. Type next main heading

IIOIIBII2III3III4.I.5II

1. Introduction
2. Company background

7. Press ENTER key (next outline number automatically appears)

-.'“_"-1e|-2-|-3-|-4-|-5-|

1. Introduction
. 2. Company background
- 3.

8. When you wish to enter sub-heading, click Increase Indent
“-llll...

: = =

Pt
Decrease \ncrease

Indent Indent
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(Sub-outline number automatically appears)

EI-I- -IU-l-H-2-|I-3-|-I4-|-5|-|

1. Introduction
2. Company background
- 2.1.

10. Type sub-heading

-|-§-|-1-|-2-|-3-|-4-|-5-|
' ' ' '

1. Introduction
2. Company background
. 2.1. History

11. Press ENTER key (next outline number automatically appears)

-|- -Io-l'el'2-|-3-|-4-l-5-|

1. Introduction

2. Company background
. 2.1. History
- 2.2,

12. Type next sub-heading

@-l- -lv-l-lg-z-ll-B-l-I4-|-5I-|

1. Introduction

2. Company background
- 2.1. History
- 2.2. President

13. Press ENTER key (next outline number automatically appears)

P
-|--|-1-a|-2-|-3-|-4-|-5-|

1. Introduction

2. Company background
. 2.1. History
- 2.2. President
N 2.3.

14. When you wish to create the next main heading, i.e., 3, click Decrease Indent

-I-O-Ia'l'l'2'I'3'I'4'I'5'I

1. Introduction

2. Company background
. 2.1. History
- 2.2. President

15. And so on.

&
S S eaa || EE 5|4
[I= 39S AE [Z4|| M
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16. When you wish to finish your outline numbering, press ENTER key twice or click Numbering to switch off.
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Modify bullets / numbering positions
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If you want to change the indents for bullets, for example, the indent from the bullet point to the point where the paragraph
starts, you can use this tip. This may solve one of your mysteries about bullets, and can be also applied to numbering.

1. Create a new list with the bullet / number formatting you wish to use
2. Home > Multilevel List > Define New Multilevel List...
e IR tat.
EE= Cunenliisl
]
i
é )i List Library
1)
Mane al
Modify b
Ifyau wan | Aticle |, Headi
starts,you | * Section 1.01 1
. (&) Heading 3
1. Create
2. Home | |. Heading 1 Chapter 1 Hez
A Heading ¢ | | Heading %
1. Headin Heading
Define Mews Multilewel List...
Define Mews List Shle..,
3. Click on more

Define new Multilevel list

Click level ko modify:

R

»

@mwmm-ﬁwr\)i

Mumber Farmat

Enter formatting for number:

®

Mumber style For this lewvel:

1,23 .. [~]

Position
Mumber alignment: || o5 E fligned at: g
Text indent at: 0.63 cm

| Fonk...

Include level number From:

5 Set for All Levels...

I

Cancel I

- ~
LE L]
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Define new Multilevel list

Click lewel ta rmodify:

R

Apply changes to:

Current paragraph

»
)

mm-—uc\m-&mmi

Link level to style;

[=]

(no style)

Level to show in gallery:

Lewel 1

ListFIOmm fefdist name:

Mumber Format

Enter Formatting For number:

Start at: |4

L1

| Fonk...

Restart lisk af

Mumber style For this level:
1,2,3 .

Positian

Number alignment: || g

Text indent & 0.67 crit

(2) Text Position:
Indent at —

How far the second and sub
sequent lines are indented.

Include level number Fram:

[=]

EI dligned at: g cm

z Set for All Levels, ..

egal style numbering

-
¥

Follow number with:

Tab character

[

] Add tab stop at:
0,63 cm K
[ oK ] [ Cancel ]

'l'l-al-%-l-3-

[c]

(1)

> @

(3)

T m

Left Margin

g

L

Set the position (see more details in the following) > Click Set for All Levels, Then Click OK to return to your document.

(1) Bullet Position:
Indent at
How far from the left margin.

(3) Text Position:

Tab space after
How far the text on the
first line is indented.
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Changing bullets / numbering style

1.

Home > Bullets or Numbering

Types of bullets

Click which style you wish to use
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Define Mew Bullet...

For advanced bullet options click on Home > Bullets > Define New Bullet

For advanced numbering options click on Home > Numbering > Define New Number Format
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