Lists – Numbered & Bulleted
	Preferred Number Position (right)
	Default Number Position (left)

	1. January

2. February

3. March

4. April

5. May

6. June

7. July

8. August

9. September

10. October

11. November

12. December


	1. January

2. February

3. March

4. April

5. May

6. June

7. July

8. August

9. September

10. October

11. November

12. December




Change the appearance of a numbered list:  Highlight the list, then click on Format in the menu bar, then click Bullets and Numbering, click the Customize button, under Number Position, click Right, click OK.  If you have more than one list in a document, you may either continue the numbering or restart the numbering – again, go to Format – Bullets and Numbering – make your choices.
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Lists – Numbered & Bulleted

Bulleted List – How can I make it so the first line of typing is more to the left than the rest of the text?
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Highlight all lines in the bulleted list.  In the ruler, drag the "left indent marker" to the right (the "first line indent" marker always moves with the "left indent marker").  Now, move the "first line indent" marker back to the left (the "left indent marker" should stay where you placed it).  Insert (or move) a tab between the first line indent and the left indent.

Numbered List – How can I make it so all items' text aligns at the same spot, even lines with larger numbers?
Highlight all lines in the numbered list.  In the ruler, drag the "left indent marker" to the right (the "first line indent" marker always moves with the "left indent marker").  Now, move the "first line indent" marker back to the left (the "left indent marker" should stay where you placed it).  Insert (or move) a tab between the first line indent and the left indent so there is space after the number's period before the text in the numbered list.
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