Word Quick Tips ... Bullets (ustomizing)

After you've created your default bulleted content, highlight the bulleted items and click on Format ... Bullets and
Numbering (the screen shot has a red box around it so you can find it easily).
[NOTE: Your screen may look different than these screen shots.]
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- Type the content, including the iterms to be hulleted ... but without the bullets. Just use a regular returnfenter to separate
. the iterns. The content should look something like this:

First itern in the bulleted list.
Second itern to be hulleted. I'm going to make this

one a long one 50 vou can see how the wrapping feature will
work, Let the program automatically wrap the text and only use the retumienter key to go to the next iterm in the
=1,

hird itern in the bulleted list.

The pallet will open with the default bullet style
highlighted. You may choose one of the other
styles shown ... or click on Customize (outlined
in red on the screen shot so you can find it
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Customize Bulleted List

Here you can choose one of the shown bullet characters or choose a

different option by clicking on Character ... Bullet character
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Or you can use a picture instead of a symbol by clicking on Picture ... Y ou can also change the bullet position and
S how the text flows in relation to the bullets.
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Search text: || —— | Clicking on Font ... lets you choose a
different font, size, etc.
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