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How to number order in word

Enter the seria number, the initial line automatically in Microsoft Word: you want to quickly type the number of
paragraphs. In the article below, TipsMake.com will guide how to number the order and the first line
automatically in the word so you can create special characters or images as the first line character.

How to number order in word

Enter the serial number, theinitial line automatically in Microsoft Word: you want to quickly type the number of
paragraphs. In the article below, TipsMake.com will guide how to number the order and the first line
automatically, you can create special characters or images asthe first line character.

Enter the sequence number and thefirst line character automatically

* Before typing, you can use keyboard shortcuts. Ctrl + Alt + L

* Before and after typing:

Method 1 :

1. Format Bullets and Numbering .

2. The Bullets and Numbering dialog box appears, details of the tabs in this dialog box are as follows:

a. Bulleted card: The leading character is special characters:
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[ Ok ][ Cancel ]

* Click the Customize button . to edit the headline character format, appear a new Customize Bulleted List
dialog box:



Customize Bulleted List

Bullet character
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| Character... | [ Pickure..,

Bullet position

Indent at:

Text position
Tab space after:
1.27 o Indent at:

Prewiew

| | Cancel

1. Charater button . Re-select the character as the first line character
2. Picture . Reselect theimage as the first line character

3. Indent at



2
oy

: Align the line character spacing against the margin.

4. Text position: The starting position displays the text character.
1. Spacetab after: Thefirst line character space of the paragraph compared to the margin, but the text
character does not pass the automatic character set.
2. Indent at

2
k.

: Line spacing is not the first line of the paragraph compared to the margin, this distanceis alowed
to pass the automatic margin character set.



5. Select OK to agree with the change, Canel to skip and return to the Bulleted card.

b. Numbered tag: The leading character is the number:

Bullets and Mumbering

Bullzted | Mumbered | OuHine Mumbered || List Styles |

1 1) I
MNone 1 2) .
1 ) .

A 1 1.
B. 2 2
C. 3 3.
[ Ok, ][ Cancel ]

* Click the Customize button . to edit the headline character format, a new Customize Numbered List dialog box
appears.



Customize Humbered List

Murnber Format
1.

Murnber skyle:
1,2, 3, .. atark at:

Mumber position

Left Aligned at:

Text position
Tab space after:
4 44 o Indent at:

Prewiew

1. Number format: click the Font button . to reselect the font format for the line number.
2. Number Style: Type of serial number (1, 2,3, 0r a, b, c,or I, 11, 111, .)

3. Start at: Number starting from
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(default is 1)

4. Number position: The alignment format is left, middle, right.
5. Text position: The starting position displays the text character.
1. Spacetab after: Thefirst line character space of the paragraph compared to the margin, but the text
character does not pass the automatic character set.

2. Indent at

2
k.

: Line spacing is not the first line of the paragraph compared to the margin, this distanceis alowed



to pass the automatic margin character set.
6. Select OK to agree to the change, Canel to skip and return to Numbered card.

c. Outline Numbered Card: The leading character of the paragraphs will be placed in hierarchical form:

Bullets and HNumbering fz|
Bullzted | Murbered | Outline Murmbered | List Styles
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[ Ok, ][ Cancel ]

* Click the Customize button . to adjust the header format, a new dialog box will appear Customize Outline
Numbered List:

Customize Outline Numbered List
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1. Level: Automatic display order level
2. Number format: The number format
3. Number style: Select the type of sequence number (1, 2,3 .;a b, c.; 1,11, 111,.)



Start at: Start automatic numbering.

Previous level number: Number level displayed before the sequence number automatically. Thislevel is

always one level smaller than the level.

Font button .: Format the font for the sequence number automatically.

Number position: The alignment format is left, middle, right with the margin separated by Aligned at.

8. Text position: The starting position displays the text character.

1. Space tab after: Thefirst line character space of the paragraph compared to the margin, but the text
character does not pass the automatic character set.
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2. Indent at

: Line spacing is not the first line of the paragraph compared to the margin, this distanceis alowed
to pass the automatic margin character set.

9. Select OK to agree to the change, Canel to skip and return to Numbered card.

d. List Stylestab: Create more arbitrary line character set:



Bullets and Humbering
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- Click the Add . button to create an additional automatic numbering format



New Style

Properties
Mame:
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Mo List + Indent: Left: 0 cm, Hanging: Q.63 cm, Outline numbered +
Level: 1 + Mumbering Style: 1, 2, 3, ... + Stark at: 1 + Alignment: Left
+ Aligned at: Ocm + Tab after: 0.63 cm + Indent ak: 0.63 cm
[ ] add to template
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- Modify button . to correct the format



Modify Style

Properties
Mame: 141.1/1.1.1
Formatking
Stark at: 1 ¥
Apply Formatking ko 1sk level w
| vl ~B 7 uA-
R vl 2 @ = iE
1.
1.1.
1.1.1.
1.1.1.1.
Mo List + Indent: Left: 0 cm, Hanging: Q.63 cm, Outline numbered +
Level: 1 + Mumbering Style: 1, 2, 3, ... + Stark at: 1 + Alignment: Left
+ Aligned at: Ocm + Tab after: 0.63 cm + Indent ak: 0.63 cm
[ ] add to template
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- Delete . button to delete the type of automatic sequence number format created.

Microsoft Office Word

= ] &)

Message box: 'Do you want to delete the format .7

+ Yes Agree
+ No: Remove the delete command.

3. Select the OK button on the Bullets and Numbering dialog box to compl ete the automatic numbering.



Method 2 :

Select (black out) the text that needs to be set in order mode or the first line character, click on theicon

(automatic numbering), and symbols



(type characters automatically) on the Formatting bar.

After installing the office, normally Word will default to using the serial number and auto-line characters. That
is, a the beginning of the line with characters or numbers (-, *, 1, I, b, .) after typing Enter to get down, MS
Word will automatically change to auto-fill mode or number. top order.

To remove automatic mode of line numbering:

1. Go to ToolsAutoCorrect Options .

Tools | Table  Window  Help
E]l:i_ Research... AlE+Click,

+  AutoCorrect Options,

Qpkions. ..
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2. A dialog box appears, select the AutoFormat tab

AutoCorrect
AutoZorreck AukoFarmat As You Type
AukaTexk | AukoFarmat Smart Tags
Apply
[] Built-in Heading styles [ ] Automatic bulleted lists
[ List styles [ Jiother paragraph skyles!
Feplace

"Straight guotes" with “smart quotes”
Crdinals {15k} with superscripk

Fractions (12} with Fraction character (14)
Hyphens (-- with dash {(—)

*Bold* and _italic_ with real Formatting
Internet and network paths with byperlinks

Preserve
Skyles
Alwavs SukaFarmat
Plain ket Wordiail documents

Ik

] [ Cancel

Uncheck selection (* ):
- * Automatic bulleted lists.
- * Other paragraph styles.

3. Select the AutoFormat tab As You Type




AutoCorrect

AukaTexk BukaFormat Smart Tags
AutoZorreck AutoFarmat &s You Tvpe

bype
"Straight quokes" with “smart quotes”
Crdinals {15t} with superscripk
Fractions {172} with Fraction character {14)
Hyphens {--) with dash {—)
[ ] *Bold* and _italic_ with real formatting
Internet and network, paths with byvperlinks
Apply as wou tyvpe
[ ] Automatic bulleted lists
] Autamatic numbered lisks
Border lines
Tables
[ ] Built-in Heading styles
Automatically as wou bype
Format beginning of list ikem like the one before it
Set left- and First-indent with tabs and backspaces
[ ] Define skyles based on vour Formatting

(]9 l [ Cancel

Uncheck selection (* ):
- * Automatic bulleted lists.
- * Automatic numbered lists.

4. Select the OK button to complete

At this time, when at the beginning of the line has a letter or sequence number (-, *, 1, I, b, .) after typing Enter
to get down the line, MS Word will not change to auto-fill mode or number. The order of a stream is considered
to be a character.

Y ou finished reading the article "How to number order in word" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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