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Numbered paragraphs are easy to do with this program.  They’re useful for many things.  You could use them to make a list of points in some notes you took at school.  You could use it to list some steps when describing how to do something.  Here’s how to make a numbered list using numbered paragraphs in Microsoft Word:
You’ll have to remove paragraph formatting from the new paragraph.  In other words, you might need to get rid of the indentation that’s a carry-over from the last paragraph.  Just hit CONTROL-Q and that removes all paragraph formatting.

To start the numbering process, either use the toolbar at the top of the screen and click on the numbering icon or use the menu FORMAT, BULLETS AND NUMBERING.

Each time you hit ENTER you get a new paragraph number.  

This process will go on indefinitely until you turn numbering off.

If you forgot a point to put into your paper, you don’t have to start all over again.  Just add the point and hit ENTER.

To increase the indentation, you can use the icon labeled “Increase Indent” or use the menu FORMAT, PARAGRAPH to increase the indentation.

To quit numbering after this line, just hit CONTROL-Q to quit paragraph styles or hit an extra ENTER or hit the NUMBER icon again in the toolbar.


Bulleted text is just like paragraph numbering.  Bulleted text is shown below.  You have a choice of bullets that you can use.  Bullets make a paragraph stand out as in a list of items where you don’t want numbers.

Use the icon with a bullet or you can use the menu FORMAT, BULLETS AND NUMBERING.

Each time you hit ENTER you get a new paragraph with a bullet.

You could make your list and choose to bullet the text later.  Just highlight text and use the icon.

The advantage of using the menu is that you can choose the type of bullets.


Outlines can be made quickly and easily in Microsoft Word.  The following is a simple outline made automatically.  Follow the directions to make this outline.

This is the first level of a multilevel outline.  You choose the FORMAT, BULLETS AND NUMBERING menu and choose the first numbering format there.

As you hit ENTER, you get a new paragraph labeled with the same type of numbering.

To demote the paragraph to the next level, you just hit TAB at the beginning.

Each time you hit ENTER the new paragraph has the same characteristics as the last.

Hit TAB again, and you’ve demoted the new paragraph to the next level.

To promote the next paragraph to the higher levels, you just hit SHIFT-TAB.

You can always add in space between paragraphs with SHIFT-ENTER.

Then hit ENTER and you get a new paragraph.[image: image1.png]
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