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Bulleted Lists 
Sometimes we want to organize our text into lists.  

Bullets are a type of list and can be found on the Home tab in the Paragraph section.  
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To create a bulleted list: 

1. Enter your text and select it.  
 

2. Click the Bullets icon. 
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Numbered Lists 

Numbered lists work the same as bullets but use numbers instead. 

To create a numbered list: 

1. Enter your text and select it.  

 

 

 

 

 

 

 

 

2. Click the Numbering icon.  
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Alignment 

Lastly, you can change the alignment of your text. Alignments are Left, Center, Right, and Justify. 

 

Left Aligned 

“The library stood at the heart of the town, its towering shelves filled with stories waiting to be 

discovered. Each book held a world of adventure, wisdom, or mystery, inviting curious minds to 

lose themselves in the pages.” 

 

Right Aligned 

“The library stood at the heart of the town, its towering shelves filled with stories waiting to be 

discovered. Each book held a world of adventure, wisdom, or mystery, inviting curious minds to 

lose themselves in the pages.” 

 

Justified – aligns text evenly between left and right margins. 

“The library stood at the heart of the town, its towering shelves filled with stories waiting to be 

discovered. Each book held a world of adventure, wisdom, or mystery, inviting curious minds to lose 

themselves in the pages.” 
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Spacing 

You can also adjust the spacing in between lines.  

To change the spacing between lines: 

 

1. Select the text. 2. Click on Line and Paragraph Spacing. 
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With 1.5 spacing. 
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Styles 

A style is a set of characteristics, such as font name, size, color, paragraph alignment, spacing, 

borders, and shading. 

To change the style of text.  

1. Select the text. 
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2. Select a Style. 

 

 

3. Finished text 
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Margins 

Margins are the blank spaces around the edges of a page.  

Margins can be found under the Layout tab under the Page Setup section. 

 

1. To change your margins, click Layout - Margins 

 

 

 

 

 

2. Select your margins. 
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Orientation 

You can also choose which direction you want your document to orient to, Portrait or Landscape. 

This is under Layout – Orientation. 
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