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3.16: Lists

Learning Objectives

o Create and format numbered and bulleted lists.

There are two kinds of lists: bulleted and numbered lists. The buttons for both are found in the Paragraph group, as seen in the screenshot below.
(Bulleted to the left, numbered to the right)
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To start, select the text you want to change, then click either the bulleted or numbered list button. Alternatively, you can click the bulleted or numbered
list button and then start typing.
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Some of you may have noticed in recent weeks that the shelvesin home goods section are
beginning to sag. We will be replacing those shelves with new, reinfor metal shelves starting next
week_ The shelves will be replaced 1:00-4:00 a.m., during our least busy Nours. Several aisles will be off-
limits to customers during that time as a safety precaution.
The following aisles will be affected:
«  kitchen appliances
«  kitchen & dining furniture
«  kitchen storage
* home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio
Accessories areas.
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Bulleted list
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Some of you may have noticed in recent v \eks that the shelves in the home goads section are
beginning to sag. We will be replacing thod: shelves with new, reinforced metal shelves starting next
week._ The shelves will be replaced 1:00-430 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a sg ety precaution.
The following aisles will be affected:
1. kitchen appliances
2. kitchen & dining furniture
3. kitchen storage
4. home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio
Accessories areas.
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Numbered list

If you click and hold either of the list buttons, more options will appear.
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4 Change List Level 3
Define New Bullet...

In the bulleted options, you can select a new bullet from the bullet library. At the bottom, the Define New Bullet... option will let you pick any symbol or
even a picture from your computer to be the bullets.

The following aisles will be affected: The following aisles will be affected: The following aisles will be affected:
» kitchen appliances 4 kitchen appliances + kitchen appliances
> kitchen & dining furniture <+ kitchen & dining furniture 4 kitchen & dining furniture
»  kitchen storage 4 kitchen storage 4 kitchen storage
# home goolis clearance 4 home goods clearance < home goeds clearance
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Define New Mumber Format...

In the numbered options, you can choose what kind of numbering to give your numbered list. For example, you can use letters or Roman numerals. At the
bottom, the Define New Number Format... opens a dialog box that will let you further customize how your numbered lists appear.

The following aisles will be affected: The following aisles will be affected: The following aisles will be affected:
1. kitchen appliances I kitchen appliances a) kitchen appliances
2. kitchen & dining furniture . kitchen & dining furniture b) kitchen & dining furniture
3. kitchen storage I kitchen storage c) kitchen storage
4. heme goods clearance |8 home goods clearance d) home goods clearance

Practice Question

https://assessments.lumenlearning.co...essments/18598

List Levels

The quickest way to increase the list level of a single line is to hit the Tab key once. To increase and decrease multiple lines, select the text you want to
change, then click the increase or decrease list level button as shown in the screenshot below.
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The following aisles will be affected:

»  kitchen appliances
o coffee makers
o0 microwaves
o blenders

+  kitchen & dining furniture
o dining room sets
o dining tables
o dining chairs & benches
o bar stools.
o sideboards

*  kitchen storage
o drawer organizers
o spice racks
o mug racks
o cookiejars
o food containers

* home goods clearance

Please direct customers looking for items in the affected aisles to the Qutdoor Furniture and Patio
Arressaries areas
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You can also use the Change List Level option at the bottom of the numbered options.

To customize how the list levels look, go to the list level options as shown in the screenshot below.
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Define New Multilevel List...

Define New List Style... ‘ . |
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You can choose one of the different multilevel list styles available in the menu, or you can customize your own by choosing Define New List Style... or

Define New Multilevel List...

You can also change the list level of a line here by selecting Change List Level, then selecting a new level in the menu as pictured above.

Review

https://biz.libretexts.

@go/page/4646.



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46463?pdf

LibreTextsm

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=168
Contributors and Attributions
All rights reserved content

e Word: Lists. Authored by: GCFLearnFree.org. Located at: https://youtu.be/tyXahko-tX8. License: All Rights Reserved. License Terms: Standard
YouTube License

Lumen Learning authored content
o Lists. Authored by: Lumen Learning. License: CC BY: Attribution

3.16: Lists is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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