
Making Lists in Microsoft Word 
 

Preparing the Document 

 

 Program ..................... Microsoft Word 

 Font ............................ Times New Roman 

 Font Size .................... 12 

 Save As ...................... Lists 

 

Directions for the Assignment 

 

1. Open Microsoft Word. 

 

2. Change the font to Times New Roman, and the size to 12. 

 

3. In the Styles group under the Home tab, choose the No Spacing Style option… 

 

 
 

 

4. Type your name and section at the top of the document, press ENTER twice. 

 

5. The History of Computers is Centered and Underlined, press ENTER twice. 

 

6. Type the example at the bottom using numbered lists and unordered (bulleted) lists. 

 

 Use this button for making numbered lists  

 

 Use this button for making unordered (bulleted) lists  

 

 Use this button to increase the indent (move entire line to the right)  

 

 Use This button to decrease the indent (move entire line to the left)  

 

 

7. Be careful to observe which words are bold, capitalized or underlined.   

(Don’t forget to shut off the bold, capitalizing and underlining.) 

 

8. Press ENTER 2 times between the parts. 

 

9. Fix spelling errors, run the “Show Nonprinting Characters” function, and show me 

your finished document before you print. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


