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HOW TO DEFINE A CUSTOM MULTILEVEL LIST IN MS WORD ON A PC

Please note: This approach only works for numbered lists and outlines. It is not possible
to manually add periods before bulleted lists in Word on a PC.

Before beginning

Decide on the outline schema and characters to be used for each level, such as:

..I. Kingdom I. Kingdom ..A. Kingdom ..1. Kingdom
....A. Phylum ../A. Phylum ....1. Phylum ....a. Phylum
...... 1. Class ....1. Class ......a. Class ool Class
........ a. Order .....a. Order eeeeeanad. Order verr....(@) Order

Decide how many leading periods will be used at each level. In the examples
below the following schema is used: two periods for the first level, four periods
for the second level, and two additional periods for each subsequent level.

. Create a new document in Word. In the ribbon click on Multilevel List.
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numbering to headings in your
document.
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2. You will see the following dropdown menu. Select Define New Multilevel List.
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3. The “"Define new Multilevel list” will open. Click on the “More >>" button at the

bottom left of the window. This will expand the window and reveal additional
options.
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4. Under “Position” at the bottom click on the “Set for All Levels” button. A new
window will open.
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5. Change the values in all fields to zero, then click on the “OK” button which will
return you to the “Define new Multilevel list” window. Now you are ready to
format the outline according to your chosen schema.
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. Text position for first level:
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6. At the top left of the “Define new Multilevel list” window, in the “Click level to
modify section” click on the number 1 then click on the “Enter number for
formatting” field and delete everything in that field.
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7. In the “Enter number for formatting” field enter two periods and the character
you want to use for the first level.

a. Note that the default font for these characters may be sans serif. If you
want to use characters that have serifs click on the “Font” button to the
right of this field and select the font you want to use. Tahoma and Times
New Roman are both fonts with serifs.
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8. Finally, click on the dropdown for “Follow numbers with” and select “Space”.
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You have now completed setting up the first level of your outline. Repeat steps 6, 7,
& 8 for each level you want to define. In most cases defining 2-4 levels will suffice.
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9. When finished, click on the “OK"” button. Then save the document and this
multilevel outline will be saved with it and available for use throughout this
document. An example of this multilevel outline schema is shown below.

..I. Kingdom
....A. Phylum
1. Class
........ a. Order
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