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Bullets and Numbering
By Mark Gillan



Lists

. Lists can have bullet points or numbered listing
applied

e  Various bullet point icons are available

e  Various number systems are available

. Select the list, click the bullet point button located

Bulleted List Number List on the Home ribbon within the paragraph
grouping
Home Insert Design Layout References Mailings Revi o The bU”et pOintS are app|led to every paragraph
caiori@oag -1 1A & [l % =i == 0 (remember a paragraph is started or ended with a

i — i carriage return)
B I U ~abex. x* [A-%¥-.A S === 1= O _
e The dropdown next to the bullet point button
- provides alternative icons for the bulleted list

. Number list is very similar with the button to the
right of the bullet button

. On / off switches, meaning the bullet or number
lists can have the icons removed and the list
returns to pre-formatting
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