Customizing bullets

Word comes with a number of fonts that contain nothing but unusual fonts.

 (These fonts usually end with "MT.") You can use these fonts to create cool

 bulleted lists that give your document a distinctive edge. Here's how: 

· 1. Create a document that uses Word's automatic bulleted list feature. 

· 2. With your mouse, select the entire bulleted list. 

· 3. Right-click the list and choose Bullets and Numbering from the shortcut menu. 

· 4. In the Bullets and Numbering dialog box, click the Customize button. 

· 5. Choose a custom bullet. 

· You can click the Bullet button to pull in additional funky bullets from other Word fonts like Wingdings, Almanac MT, and others. Choose a font from a symbol font and click OK. Before you close this box, see item 8.

· 6. Click OK. The bulleted list is reformatted with the new bullet style. 

· 7. As you can see, I chose a musical note from a font called webdings to make this list.

· 8. In addition, I clicked on the Font button and enlarged the font size to 20 point. Here is the dialog box where you click either Bullet or Font:
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 Cool and customized!

Ps- you can download many fonts from the web that have nothing but symbols. Many programs come with them as an add on. Look through your fonts and see what you have. Also consider learning how to print your fonts. See this Word tip.

