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[Bullets and Numbering]

Creating bulleted and numbered lists:

Use paragraph styles for creating bulleted and numbered lists. Writer comes with two sets
of paragraph styles for this purpose. These settings come from list styles, which are a
different type of style than paragraph styles. Use them together in these ways:

e Use paragraph styles List 1, List 2, List 3, etc. for creating bulleted lists. These styles use list
styles List 1, List 2, List 3, etc.

o Use paragraph styles Numbering 1, Numbering 2, Numbering 3, etc, for creating
numbered lists. These styles use the list styles called Numbering 1, Numbering 2, etc.

To associate one of these paragraph styles to a list style, go to Styles = Manage Styles or
click F11 to open the list of styles. Right click on the paragraph style want to use, then
Modify = Outline & Numbering. In the Numbering drop-down list, choose the appropriate
list style. Paragraph styles such as List 1 Start and List 1 End enable you to adjust specific
properties (such as the space between paragraphs) for items at the beginning or end of the
list.

LireoticeVirter I T e i
fiew [Insert Format Table Form Tools Window Help X
[2] A A [uiod Av TextBocy X2 X, rEEEEIEBlEZIE-2
1 ¥ |z 9 1 o115 -
¢ T, Subtitle . ; f : Styles x|
Hi Heading 1 Crl+1 MAazD:=@ o4 -
H Headfngg Ctrl+2 EDefault Style ~
Hs Heading 3 Ctrl+3 0
Gy Quotations 3 Addressee M
<y Preformatted Text #Caption =
. W
L Default Character Complimentary Close i
IL | E Emphasis Endnote (@)
IIL | S Strong Emphasis I |
Q Quotation Footnote =
/> Source Text Frame Contents
= Bullet List *Header and Footer
— ; .
- Number List Headlng
o= Alphabet Uppercase List
i Alphabet Lowercase List Rl Lee B
i—| Roman Uppercase List FIndex
= Roman Lowercase List
. New...
A EditStyle. List Heading Modiy..
/ Update Selected Style Ctrl+Shift+F11 Pref tted Text -
reformatted Tex Hid
4 New Style from Selection  Shift<F11 S
snow
Load Styles... -
Load iy Show previews Delete..
A Manage Styles AL = Hierarchical ~
ESED|IZE =

6 words, 30 characters

Default Style

English (India)

OR

Numbering IVX : Level 1

000 M | — +———+| 100%

By: Prashant Tripathi (Faculty, NIELIT Gorakhpur)



NIELIT Gorakhpur

File Edit View Insert F paragraph Style: Untitled2 P b3
P = =0
List Contents Ell‘@ ;ﬂ ‘ Tabs | Drop Caps | Area | Transparency | Borders | Condition | Outline & Numbering ‘ f ETED
5 L Y2 4| Organizer | Indents& Spacing | Alignment | TextFlow | Font | FontEffects | Position | Highlighting x| ;
Style S+ - .
Name: Untitled2 -
[[] AutoUpdate 0
Next style: ‘Umilledz E| Edit Style &
3 R |
L Codf | tonert from: N - |  ccicsv || fse
II. Mo . |Uist 3 Cont. - @
I Key| Categony: |56t 3 End
Contains List 3 Start
List 4 =
List 4 Cont.
List 4 End
List 4 Start
List 5
List 5 Cont.
List 5 End
List 5 Start
List Contents
List Heading i
List Indent
Marginalia = t
Numbering 1
Numbering 1 Cont.
Numbering 1 End ~
Numbering 1 Start
< Numbering 2 Cont. —
— R
= = N e Ilumbering 2 End
= E= = =t i= =" "= ‘=|Numbering 2 Start
Page1of1 6 words, 30 characters Numbering 3 el 1 0oDm | — ———+] 100%

Creating lists with direct formatting:

Creating bulleted and numbered lists:

Bullets and numbers can be manually applied in three basic ways:

e Use AutoCorrect to auto format text, as described above.

¢ Use the Bullets and Numbering buttons on the Formatting bar

e Use the Paragraph panel of the Sidebar’s Properties deck

Bullets and numbering can be applied to already selected text or they can be applied as we
type.

Creating nested lists:

Use the buttons on the Bullets and Numbering toolbar to move items up or down the list,
create sub-points, change the style of bullets, and access the Bullets and Numbering dialog,
which contains more detailed controls. Use View > Toolbars > Bullets and Numbering to see
the toolbar.
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. Move Down with Subpoints
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11. Bullets and Numbering dialog
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The Bullets and Numbering buttons on the Sidebar’s Properties deck can also be used to
create nested lists. Click the down arrow next to the Bulleted List or Numbered List button,
then More Bullets/Numbering to access the Bullets and Numbering dialog.

Assignments:

A. What is the difference between Bulleted and Numbered lists?

B. Create the following Lists in Libre Office Writer:

e Keyboard 1. Printer
e Mouse 2. Monitor
e Scanner 3. Plotter
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