Word 101: Bullets, Numbering, and Sorting Data

Overview

One of the most common tasks in an office setting is organizing information into lists. Microsoft
Word makes it very easy to create lists using bullets or numbers, and a so to sort your lists
alphabetically, and you should know how to use these features.

Using Bullets
To add bullets to an existing list (separated by paragraphs), al you need to do is select (highlight)
the text, and then click on the Bullets button on the editing toolbar, as pictured below.
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Thiswill automatically add bulletsto your ligt, like this:



If you want to use adifferent style of bullet, re-select (highlight) the list, click on the “ Format”
menu, and select “Bullets and Numbering” as pictured below.
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Thiswill bring up the “Bullets and Numbering” window (pictured below), which alows you to
choose the style of bullets you want to use. Select the style you want and click “OK.”



The result looks like this;

From this point on, Word will automatically bullet each new line every time you hit the “ enter”
key to start anew line, like this:
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If you do not type any text and hit “enter” again, the bullet feature will turn off automatically.



Numbering
Y ou can use the method outlined above to order your list using numbersinstead of bullets. Just

select (highlight) the text, and click on the “Numbering” button on the toolbar, and the bullets
will change into numbers. The result looks like this:
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From this point on, Word will automatically number each new line every time you hit the “ enter”
key to start anew line, like this:
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If you do not type any text and hit “enter” again, the numbering feature will turn off
automatically.



If you want to change the style or format of the numbers, click on the “Format” menu, and select
“Bullets and Numbering” as before. Thistime, click on the “Numbered” tab, and select the
numbering style you want to use, like this:

Theresult looks like this:



Sorting Lists
When you are working with long lists, it is often helpful to sort the items alphabetically. Thisis
easy to do using Word' s “ Sort” function. All you need to do is select (highlight) the items you

want to sort, click on the “Table” menu, and select “ Sort” like this:
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Thiswill bring up the “ Sort Text” window, which allows you to configure your list. For example,
you can choose to display your list in either “ Ascending” (A-Z) or “Descending” (Z-A) order. In
this example, we have selected Ascending order.
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Y ou should experiment on your own with all of the list-formatting functions discussed above
until you are comfortable using them. Y ou will find they are extremely useful, and it will bea
great asset for you to be familiar with them if you are working in an office environment.



