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Create a one-level bulleted or numbered list

Word can automatically create bulleted and numbered lists as you type, or you can quickly add
bullets or numbers to existing lines of text.

Type a bulleted or numbered list:

Type * to start a bulleted list or 1. To start a numbered list, and then press spacebar or the tab
key.

Type any text that you want.

Press enter to add the next list item.

Word automatically inserts the next bullet or number.

P 0w DR

To finish the list, press enter twice, or press backspace to delete the last bullet or
number in the list.

203 Fwly ) S & ie & ax s b

1-we use ......... for creating alist.

a) bullet b) numbering c) tab d) a and b are correct.
2- Word inserts next bullet by typing.........

a) Enter b) Tab c) Space Bar d) Backspace.

3- You can quickly add bullet to your document by typing .......
a) + b) & c)* d) #
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