Working with Bullets, Numbering, and Outlining
Basic Bullets and Numbering
You can insert bullets or numbering before text is typed or after.

1. To insert basic numbering click on the Numbering button from the Formatting toolbar
2. To insert bullets click on the Bullets button from the Formatting toolbar
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3. Click on the Increase Indent button to “Demote” the outline to a lower level

a. Or press the Tab key to do the same thing

4. Click on the Decrease Indent button to “Promote” the outline to a higher level

a. Or press Shift+Tab to do the same thing

Customizing Bullets
1. Click on the Format menu and choose Bullets and Numbering
2. Click on the Bulleted tab if necessary
3. Click on the set of bullets you want to change and then click on the Customize button
4. From the Customize Bullet window click on the Bullet button

a. In Word XP look for the Character or Picture button instead

5. Change your font to Webdings or Wingdings for the best choices

6. Choose your bullet and click the OK button twice

How to Use Outlining
1. Click on the Format menu and choose Bullets and Numbering
2. Click on the Outlining tab

3. Select which outline style you want to use (you may want to stick with the top row) and 
then click OK
a. If you want to customize your outline click on the Customize button before clicking the OK button

Keystrokes

· Enter = New line with another number

· Shift+Enter = New line without a number

· Tab = Demotes the current outline level

· Shift+Tab = Promotes the current outline level

· Alt+Shift+Up or Down Arrow = Move paragraph one line up or one line down

· Doesn’t work on a Mac

· You don’t have to be in outlining to use this!  Try doing the same thing in any regular paragraph and it will move the paragraph up or down in your document

To Continue Numbering or Outlining in a Different Part of the Document

1. Click on the Format menu and choose Bullets and Numbering
2. Choose the same numbering style or outlining style that you used previously

3. Select the “Continue previous list” command and then click OK
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