Customize Bullets

Microsoft Word


Objective: To customize bullets used in a Microsoft Word document 




Introduction: There are many types of bullets that can be used in Microsoft Word documents to help organize and highlight content. Microsoft Word provides users with a variety of bullets to use in documents. Just a few simple "clicks" of the mouse allows users to customize the type of bullets used in documents. 



Step 1: Open Word. A new, blank document will appear on the screen. 

Step 2: Organize the content you want to include in the new document. Place the cursor at the position in the document where you want to add a bullet. 

Step 3: On the top toolbar go to Format> Bullets and Numbering. The "Bullets and Numbering" window will appear on screen. 

Step 4: Select the type of bullet you want to use in the new document, such as: 
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Step 5: When you have selected the type of bullet you want to use, select[image: image2.png]oK



. The bullet will appear in the document at the desired position. 

Step 6: Alternatively, if you want to use a picture bullet, select the bullet you want as described in Step 4. then click Customize.  From the following dialog box, choose Picture.
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Step 7:  Choose the desired picture from the dialog box shown below and click OK.
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