
 
 

Manage and Format Bulleted and Numbered Lists 
 
 
Add Numbered or Bulleted List Formatting: 
 

1. Highlight the entire section of text for the list. 
 

2. Click either the numbered list or bulleted list icon in the Toolbar. Separate list items will 
be created for each new paragraph. 

 
 

To remove numbered or bulleted list formatting: 
  

1. Highlight the list items to be returned to paragraph format. 
  

2. Click the numbered list or bulleted list icon in the Toolbar. The text will return to 
paragraph format. Some extra spacing may need to be removed between lines. 

  



Add New Items to an Existing Numbered or Bulleted List: 
 

1. Place your cursor at the end of the previous item within the existing numbered list, then 
press the ENTER key, which will create a new item in the numbered list. 
 

Note: At this point the new item may not yet be in the correct position or may not yet have 
the correct numbering style or spacing. This is OK. 
 

2. Add the text for the new item. 
 

3. To move an item to the correct position: 
 
a. Highlight the text 

 
b. Click the "Increase Indent" icon to move the item to the right or the “Decrease 

Indent" icon to move the item to left. 
 

Note: "Decrease Indent" can be used more than once if you are several levels deep in the 
sub-list and the item needs to move more than one position to the left. 
 

 
 

  



Change the Number or Bullet Style 
 

1. Highlight any list item, right-click on the highlighted text, and choose "Numbered List 
Properties" or “Bulleted List Properties.” 

 

 
2. A dialog box will open. Click the “Type” dropdown list to choose the number or bullet 

style to apply. For numbered lists there is an additional option to choose the starting 
number for the list. 

 

 
 

3. Click "OK" to apply the selected style to the sub-list. 
  



Spacing Items in a Numbered List 
 
Note: A new content editor was added in June 2026. Prior to this, clients spacing items in a 
numbered list often used SHIFT + ENTER to create double spacing between items in the 
numbered list. The new editor no longer recognizes SHIFT + ENTER for numbered list spacing 
and the method below should be followed.  
 
Note: It is recommended to take care of spacing as the last step, after all list items are added, 
positioned correctly, and the preferred style applied. 

 
1. To apply spacing to the entire section of text, click anywhere in the text (without 

highlighting text). To apply spacing to a specific section of text, highlight the text 
where you want to apply the spacing. 
 

2. Click the Line Spacing icon in the toolbar. 

 
3. The numbers (1.0 – 3.0) can be used to set the spacing of each numbered list item. 

To add additional spacing between items, use the “Add Space Before Paragraph” or 
“Add Space After Paragraph” options.  

 
 
  



Examples:  
 
Line Spacing = 1.0, no spacing between paragraphs: 

 
Line Spacing = 1.0, add space between and after paragraphs: 

 
Line Spacing = 2.0, no spacing between paragraphs: 

 
Line Spacing = 2.0, add spacing after paragraphs: 

 


