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Chapter 1

More Features of MS-WORD

Applying Bullets and Numbering

There are two types of lists:

A. Bulleted List
B. Numbered List




A bullet is small symbol placed in front of each list item (such as

square or dot).

A bulleted list is used when the order of items in a list is not

important.
1) Select the text.
2) Click on Home tab - Paragraph group - Bullets drop down arrow.
3) Select the desired bullet style.
1) Click on Home tab > Paragraph group - Bullets drop down arrow.

2) Click on Define New Bullet option.
3) Click on Symbol button to choose a symbol or Picture button to

choose a picture as bullet.
4) Click on OK button.




A numbered list is used when the order of items in a list are

important. e.g. Steps to do a task.

1) Select the text.
2) Click on Home tab - Paragraph group - Numbering drop down

arrow.
3) Select the desired numbering style.

1) Click on Home tab >Paragraph group - Numbering drop down

arrow.
2) Click on Define New Number Format option.

3) Choose a Number Style and Number Format.
4) Click on OK button.




Applying Borders:

ﬂ Steps to apply borders around Text or Paragraph J

1) Select the text or paragraph.
2) Click on Home tab - Paragraph group - Border drop down arrow

- Border and Shading option.
3) Choose the required settings from Border and Shading Dialog box.

4) Click on OK button.

\[ Steps to apply borders around Page |

1) Click on Home tab - Paragraph group - Border drop down arrow
- Border and Shading option.

2) Click on Page Border tab in Border and Shading dialog box.

3) Choose the required border settings.

4) Click on OK button.




Practice Questions:

NOTE: Do these question answers in rough copy only.

(NOT IN FAIR COPY)

1. Name two types of lists.

2. What is bullet?

3. When should you use a bulleted list?
4. When should you use a numbered list?

5. Write commands to:

a) Apply bullets

__ tab=~> group > option
b) Apply numbering

I - o 2 group - option

c) Apply border around text

tab > group - drop down arrow

> option

Visit the following link

https://www.youtube.com/watch?v=RsxFnbPufxo
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