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10.12: Modifying Lists

Learning Objectives

e Modify a list

Now that you have a list, it might need to be modified to fit your communication goal better. Here are a few options enhancing a
list in a PowerPoint presentation.

Adjusting Spacing

Lists need a bit of space to breath to make it easier for an audience to read. To add space between the points, you can walk through
each line and add another line by pressing the Enter key, but a faster way is to use the line spacing button in the paragraph group on
the Home tab.

Highlight the list, select the line spacing button, roll the cursor over the spacing parameters until you find what works best with
your text, and select it.

Alternatively, select the Line Spacing Options on the bottom line of the line spacing dropdown menu and a dialog box appears
where a more granular level of spacing options is offered.

1 Transitions Animations Slide Show Review View Help Shape Format 1% Share i Comn
R e T -, | Shape Fill ~ Find
Calibri (Bady) ~8 AN K| =iz == i 7 ‘/j SR A
Quick zShape Outline ~ C_,bc Replace ~ bt
AV . - - - Bl= = = | == 1.0 3 uic esign
B I US<2-Aa =2 A - - — — | Styles ~ &) Shape Effects ~ b Select ~ s

15
Font ] Paragraph Drawing = Editing Designer
20
2.5

30

Creati ng | nte reSti n Line Spacing Options...

* Begin typing and a list is already formatted.
* Hit the Enter key to move down to the next bullet point.
* Continue to enter information to create lists in a slide.

* Make sure that the list is not too long or wordy,

Creating Sub-Points

Indenting list sub-points can highlight additional details. This is done by either pressing the Tab key or using the Indent button in
the Home tab, Paragraph group.
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* Begin typing and a list is already formatted.

* Hit the Enter key to move down to the next bullet point.

] . N . . . N
* Continue to enter information to create lists in a slide.

* Make sure that the list is not too long or wordy,

Modifying Sub-Point Style
Occasionally changing the style of a sub-point adds further emphasis to it to make it more memorable. To change the style,
highlight the sub-points, right click the mouse and select the bullet or number list options in the pop-up menu.

https://biz.libretexts.org/@go/page/46589



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46589?pdf

@ LibreTexts-

A
1 [ L ) J—
OIA]| | N[+] @7 outine - | = ] -y
- f'll:l Paste Options: i E—
Modulel0 I EI'I Search
O (&
lons A Exit Edlit Text Review View Help Shape Format
A T
) A Fort.. W= . === 1~ L_C‘) D\——llj Dﬁ £ Shape Fill
= p h [%]V e A Quick ZShapeDutlinev
% =a Paragraph... === -- apes Arrange Quic
R I 2 g Sty|5v@5hapeEf'Fedsv
I Bullets )I
F . o — Drawing [Pl
:= Numbering > None . °
I Convertto SmartArt > e o —
@ Link > . o o
CrE §o Smart Lookup L] a— L3
Synonyms > " o *
% Translate » v
B fq Format Text Effects... o v :I
* be
é % Format Shape... > v
i -—
% New Comment :— Bullets and Numbering... .
* MITINE CNLET KEY termeresomrrreorerreeeelUllet point.
Calibri (Body) ~[2¢ /A" A== ]
BIUS==#2-A-~ ew

— Comment

b] . . .
* COlurtue vu criver nnormrauen to create lists in a slide.

* Make sure that the list is not too long or wordy.‘

Creating Interesting Points

: T :

* Begin typing and a list is already formatted.

#Hit the Enter key to move down to the next bullet point.

C »Continue to enter information to create lists in a slide. C

* Make sure that the list is not too long or wordy.
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Practice Question

https://assessments.lumenlearning.co...essments/18722

Modifying Style of List
To change a bullet list to a numbers list or change the style of any list follow these steps.

o Highlight the entire list and on the Home tab, Paragraph group, select the bullet or numbers list.
e Hover the cursor over the various choices and each style will appear in the highlighted list.
¢ Once you decide, click on the choice and the list will automatically be updated with the new type or style.
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Modifying a List to use Symbols

o Highlight the entire list and on the Home tab, Paragraph group, select the bullet or numbers list.

o At the bottom of the drop-down menu, select the Bullets and Numbering option.

o On the bottom right of the dialog box, click the Customize button and a Symbol window will open with a selection of various
symbols to choose. Decide which one you’d like, select it and click OK.

o It will be added into the options for the list menu which can now be selected for the list.
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Modifying List to Use a Picture or Icons

o Highlight the entire list, go to the Home tab, Paragraph group, select the bullet or numbers list.

e At the bottom of the drop-down menu, select the Bullets and Numbering option.

¢ On the bottom right of the dialog box, click the Picture button and Insert Pictures window will open with three choices from
which to choose; From a File, Online Pictures, From Icons.

Creating Interesting Points
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e Decide which one you’d like to do. For this example, we’ll enter an icon so click on the Icon option. A new window opens with
a large variety of icons from which to choose.
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o Select an icon to use and click the Insert button.
e The icon now replaces the bullet list with the chosen icon.

Modifying Colors of Bullets

There may be occasions when you wish to change the color of just the bullets or numbers in a list. Follow these steps to do so:

o Highlight the entire list, click the Home tab, Paragraph group, select the bullet or numbers list.

o At the bottom of the drop-down menu, select the Bullets and Numbering option.

¢ On the bottom left in the dialog box, click the dropdown menu for the Color button and select the color you wish to use.
o Once the color is selected, click OK. The bullets or numbers will change reflecting your selected color in the slide.
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Practice Question

https://assessments.lumenlearning.co...essments/18723

The purpose of most PowerPoints is to get your points across as succinctly and clearly as possible. Here are a few key things to
keep in mind when creating lists:

e Use a max of four to five points because more tends to be overwhelming to an audience.

o Changing fonts, colors, or styles in a list makes it difficult to read or look at for too long.

o Too many words can start audiences on the road to numbness. Keep it simple.

o Colors that are high contrast, clash or overwhelm each other are best avoided.

o Font size is very important. If your font is too small, and only you can read it, you lose audience attention.

Now that you know a few ways to create PowerPoint lists in PowerPoint. Start experimenting to see what works best for your
presentations.
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