Chapter

7

Bulleted and Numbered Lists

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, select WORD DOCUMENT in the WORD DOCUMENT GALLERY
dialogue box and select CHOOSE, or close the current file and start a NEW BLANK
DOCUMENT.

2 Display the TOOLS menu and select AUTOCORRECT.

AutoCorrect

E Automarically correct spelling and formatting as you type

! AutoCorrect Math AutoCorrect | AutoFormat as You Type | AutoText W

.

N

Apply as you type

3 Click on the AUTOFORMAT AS YOU
TYPE tab and check that AUTOMATIC

BULLETED LISTS and AUTOMATIC

NUMBERED LISTS are turned on.

[ Headings [ Automatic bulleted lists
M Borders W Automatic numbered lists
¥ Tables E

Replace as you type

@ “Straight quotation marks”" with “smart quotation marks”
@ Ordinals (1st) with superscript
Iﬂ Fractions (1/2) with fraction character (¥}

| symbol characters (--) with symbols (—)
™ *Bold* and _italic_ with real formatting
ﬁ_’l Internet and network paths with hyperlinks

Automatically as you type

] Define styles based on your formatting
Iﬂ Tabs and backspace set left indent
Ilﬂ Format beginning of list item exactly like the one befare it

Description of preference
oietores et 4 Select OK to return to the WORD
se AutoCorrect 10 COrrect text an rmatting as you type.

OPTIONS dialogue box.

Cancel oK
. b, - /

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 2011

Entering the Headings

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

1  Enter:
Fasten Your Seat Belts <return>
Vulcan has just released the Volcano GTi featuring: <return>
® Word Fle Edr View insert Formar fomt Tools Table Window § Help Wil 3 3§ &
L , = Document =
bt ey = TS nl eSS I Q8 st v Documar '

[ B = " =
| hamscemam] |Ausbcnins| waBbccon) astitndts | A 28R s M taml. e, s (A
[

o T 1| 2 Highlight the first line of text, select

S — a FONT of your choice, set the FONT
SIZE to 24 point, the STYLE to BOLD,
ITALIC and select a FONT COLOUR.

Vlean has fust released the Valcans G festuring:

! Word  File  Edit View nseri  Formar Foni  Toals  Table Window & Help FI11 3 % &
YLYe] | Documentl =
b = 3 == Ormts A
| M Hume | Laywed | Dwoumest Elements | Twn. l!—u'w! | I - N . -1
# e st T

r Y A —_— =
MmO | asbCitnits | ARBCelh| 4ottt fm Pl L O PR T

S e e e |3 Highlight the second line of text, set
the FONT SIZE to 14 point, the STYLE
to BOLD and select a different FONT
COLOUR.

. ook 1 (] PR}

Fasten Your Seat Belts

NOTE: If the program did not insert a blank line after each line, press
the <return> 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.

[ 1 Position the cursor at the blank

| line after the sentence and click
on the BULLETED LIST icon in the
PARAGRAPH group of the HOME tab.

AABLCCOAEs AalbCoiedis AaBbCeDy
_ il Mo biaiig | | iy 1

i e e e | 2 ENter the point:
M&MML&J -S..i..il.ﬁ_ud_,h. mon | st | 10
- — 185 KW 2.6 litre V6 engine

and press the <return> key.

Fasten Your Seat ¢
Al the Voleano GTH featuring:

Vulcan has just rels
» iiBSH'WlEIlﬂ!VSHW

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 <return>
18-inch alloy wheels <return>

Premium 8-speaker sound system.
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Afimiuinds  Aaiinfediob

I--mnﬂ-nuuu-m =

| 4 Highlight the 4 bulleted points and
set the FONT SIZE to14 point and the
FONT COLOUR to the same as the

second line of text.

Fasten Your Seat Belts

Vulean has just released the Volecano Gleaturing]

TN b & @

5 Click on the arrow next to the LINE
SPACING icon in the PARAGRAPH
group of the HOME tab and select
1.5 lines.

‘-I-M N v

Lins Spating Optians.
e r——
Fasten Your Seat Belts

Vulcan has just released the Voleano GTi featuring:

NOTE: i Settingtheline 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 <return> key twice
turns the bullets off.
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