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Microsoft Word Exercise #10: Creating and Modifying a List

Today’s exercise will focus upon the creation and modification of lists.  There are all kinds of lists you can make and various ways to organize them.  To work with lists effectively in your document, you can format the information in a list with bullets or numbers.  A bullet is a small graphic such as a large dot which offsets an item in a list.  Numbers, meanwhile, allow you to emphasize a particular sequence within a series of steps.  If you move, insert or delete items in a numbered list, Word will renumber them for you.

In this exercise, we will create a list with letters and modify it to numbers, dots and then arrows.  You will have time to experiment with the different types of bullet styles if you wish.  Next, we will modify the bulleted list further by applying outline numbering.  Finally, we will practice saving documents with the Save command.
1. Begin this exercise by thinking about a list of 10 things which you would find useful to create.  It can be almost anything but there must be 10 items.  See me if you have need suggestions.  Examples include: 

· 10 baseball cards which you would like to buy
· Names of 10 PlayStation video games

· Names of 10 CDs you would like to buy

· 10 types of groceries you need at the supermarket

2. Start the computer if it isn’t on already and log into Windows 2000.

3. Launch Microsoft Word.

4. Type in the first item of your list at the beginning of the document and press <ENTER>.  Do the same with the remaining 9 items pressing <ENTER> after each item.

5. Type <CTRL> - <A> to select the entire document.

6. On the Format menu, click Bullets and Numbering.  The Bullets and Numbering dialog box appears, displaying the Numbered tab.

7. Click the A, B, C box (first column, second row) and then click OK.  Letters are inserted before each item in the list.

8. Make sure that your entire document is still selected and bring up the Bullets and Numbering dialog again.

9. This time, click on the numbers (second column, first row) and then click OK.  In the space below, describe the change which took place.

10. Make sure that the entire document is still selected.  On the formatting toolbar, click the bullets button.  In the space below, describe the change which took place.

11. Click immediately to the left of the fifth item in your list.  Bring up the Bullets and Numbering dialog as before.  Click on the Bulleted tab.
12. Click the arrow bullet box (third column, second row).  The style of the bullet for this item (and only  for this item) changes to arrows.  You may wish to experiment by changing the bullet styles of the items on your list.

13. Select the first five items on your list.

14. Bring up the Bullets and Numbering dialog.

15. Click the Outline Numbered tab.  Next, click the A Heading box (third column, second row) and then click the OK button.  In the space below, record the change which just took place.

16. Save your document to the hard drive as Bullet.

17. At this point, call the teacher over for a grade.
