Add and Change Bullets
To add bullets:
1. Pull Down Menu

· Click on “Format”

· Then choose “Bullets and Numbering”

· Choose a bullet design

· Click OK

2. Formatting Toolbar

· Click on the “Bullets button”, on the Formatting toolbar.
3. Right Click

· Do a right click 

· Select “Bullets and Numbering”

· Choose a bullet design

· Click OK

To change bullets:

1. Right Click

· Right click on the bullet (highlight if you have more than one), if you have already inserted one

· Click on “Bullets and Numbering”

· Choose one, if you want a different one, click on “Customize” and choose one.

· If you want your bullet to be a picture you have saved, Click on “Picture”

· Then click on “Import” and Browse for the picture

· Finally click on “OK”

2. Pull down Menu

· click on the bullet (or highlight all bullets), if you have already inserted one

· Click on “Format” and choose “Bullets and Numbering”

· Choose one, if you want a different one, click on “Customize” and choose one.

· If you want your bullet to be a picture you have saved, Click on “Picture”

· Then click on “Import” and Browse for the picture

· Finally click on “OK”
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