Adding and changing bullets
1. Toolbar

· Click on the “Bullets” button located on the Formatting toolbar.

· The bullet will be added onto the document.

· Right click on the bullet.  Click on “Bullets and Numbering”.  You can choose any that are showing by a single click then click OK.

· If you want to use a different picture.  Click on the “Customize” button.  Then click on the “Picture” button.  If you have saved a picture into the “My Picture” folder, you can click on “Import”.

· Find the picture in the “My Picture” folder.  Click on it, then click “Add”.  

· Click “OK”.

