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[Copy the questions following the notes and solve them on a sheet of 
paper date wise. Keep the worksheets ready in a file to be submitted on 
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Good morning students. Hope all of you are fine. 

Today we will learn about Bullets and numbering, changing bullet 

style, Page size, inserting a page break . 

Bullets and numbering 

 



Bullet is a dot or a graphic symbol used to format a list. 

To apply the bullets, follow the given steps: 

Step 1: Select the text and click on the Bullets button in the 

Paragraph group on Home tab. 

Step 2: To select a different bullet style click on the down arrow 

next to the Bullets button. Then choose the desired symbol. 

Changing bullet style 

Step 1: Select the bulleted text and click on the arrow next to 

Bullets button in the Paragraph group on Home tab. A drop down 

list appears. 

Step2: Click new bullet from the list. 

Creating numbered list 

Step 1: Select the text. 

Step 2: On the Home tab, in the Paragraph group, click the arrow 

next to Numbered List  

Step 3: Click the down arrow next to Number style and choose 

numbers, letters. 
Click the link given below to play the video 
https://youtu.be/BpGw_rwDCL8 

 

 

 

 

https://youtu.be/BpGw_rwDCL8


Page size 

Step 1: Select the Page layout button. 

Step2: Click on the Page setup group launcher. Page setup dialog 

box appears. 

Step3: Select the desired size from Page size drop down option. 

Step 4: Click OK. 

 

 

Inserting a page break  

A page break shows the end of a page.  

 To insert a page break follow the given steps: 

Step1: Put the cursor where you want a page break. 



Step 2: Click the Insert tab. 

Step 3: Click Page break option from Page group.  

Click the link given below to play the video 

https://youtu.be/fYktTp7T_XU 

 

 

Thank you students. Next day we will continue with the remaining part 
of this chapter. 

 

Exercise  

 

Fill in the blanks: 

1. Page break option is available in ________ tab. 

2. To change the page size first we have to select ________. 

3. Bullets button is present on _______ group. 

4. Numbered list is available on _____ tab. 

 

Answer the following questions 

1. What is bullet? 

2. Write steps to select page size. 

3. Define page break. 

 

https://youtu.be/fYktTp7T_XU

