
BULLETS

Bullets are used for making lists within a document.  

(See Below) 
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When you create a bullet you can do it a few ways.

· Before typing your list, you can click on the bullet button located on the Paragraph ribbon.  A new bullet will display each time that you press “Enter”
· After selecting text that needs bullets added to the list you can click on the bullet button located on the Paragraph ribbon
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OR
· Before typing your list, you can right click within the page and select bullets then type your list.

OR

· After selecting text that needs bullets added to the list, you can right click within the page and select bullets, then select the bullets you want.
To delete bullets, you do the exact opposite.  You select the bulleted text and do one of the following:

· Click on the bullet button on the Paragraph ribbon
· Right click on the page 

· Click bullets
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To Customize your bullets, do the following.

· Select your text

· Right click within the page

· Select Bullets 

· Click define new bullet.
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The Define New Bullet Dialog box will display.

· You may try the various buttons to choose a new bullet—either by clicking on the font, character or picture.

· Then click OK.

Name:



Period:




Exercise
1. In the space below, select your bullets then make a list of at least 5 movies you like to watch.
2. Delete the bullets of school supplies below.

· Scissors

· Paper

· Pens

· Pencils

· Erasers

3. List at least 5 music groups you like to listen to.  After you created the list, select the list and add bullets to the list.  I want you to use a different type of bullet then you used before.


