
SUSAN CHRISTENSEN: We see bulleted lists in a lot of the documents that we're working with and it seems like over the years we are becoming more and more concentrated in the documents that we're seeing.  When you are providing documents for alternate media whether is a Jaws user, a Daisy file or somebody who will be using it on a PDA those bulleted items can serve as a point of navigation being able to move from one item to the next.  The one alternate media that is different in this respect is Braille and we don't handle and we don't currently have bullets so that is out of the realm of this particular conversation so we'll do it for the other things that I mentioned.  When you get a document that has bullets or looks like bullets it is important to determine whether they are symbols or whether they are actually auto bulleted items in terms of how Word is viewing them.  There are two ways to tell if an item is bulleted or not.  In this first section in the file called bullets Dot Doc X I can select the bullet character and if I look upon the Home ribbon I'll see that the Bullets button is not activated.  In the What section if I try to select a bullet I can't and what we'll do is select all of those bullets with some highlighting and you'll also see that that the bullets button is activate.  These are two different kinds of situations.  If I didn't want this to be a bulleted item it's very easy to just go in and deactivate bullets and I did it to this particular one.  If I wanted to get rid of all of them select your text, deactivate.  If I want one item to be bulleted to select or if I wanted all of these go in and select them as a group.  You'll see that it changed the indention, put in a little bit of visual spacing before and after and that's not going to make any difference in terms of providing a file for Jaws, PDA or Daisy.  How it looks on the page is not important the whole point of it is being able to navigate so don't be too concerned about it.  If you really wanted to have a different kind of bullet than what happens to be the default for Word you can go up to the drop down and chose one of the other bullet options.


What happens when you have a list that looks like bullets but these are just actually symbols?  One of the ways that you can deal with it is to select the list and then go up to your bullet and activate and then deactivate it and you get a regular listing.  It doesn't work 100% of the time for whatever reason.  In this particular document if I do that on the first list of symbol type of bullets it gives me a second set of bullets.  The first set is actually the bullet character and the second one is the symbol. The question is if that's the kind of situation you're dealing with how do you get rid of the bullets?  There are two days to do that.  I'm going to undo to get this back to the way to the way that it originally looked.  I can put my cursor there and hit delete and I'm actually hitting it twice, one for the bullet and the second is a tab, and I'm going to turn on my hidden marks and we'll be talking about that in another session.  You can see that this is a tab character and so for the text to get to the margin I have to delete that tab, get rid of that tab just for the time being.  


The other way to get rid of the bullets globally is if I select this character and do a Control H which brings up my Find and Replace box you can see that the bullet character is inserted.  If I go in and I replace this with nothing, I'm going to do that I'm going to Replace All and it was four three items, but you can see that I still have those tabs that are left there and we don't want to use tabs.  Tabs can create all kinds of problems in your documents, so don't use tabs for anything in terms of trying to visually space things.  I am going to undo to get back to those particular bullets and I'm going to copy that again and put it into my Find and Replace.  What I'm going to do is after this bullet character I'm going to insert a tab character.  I can't press tab, if I press tab what it’s doing it taking me to the next text box, which is Replace With.  To insert the tab character I need to go down to this Special button.  If you don't have the expanded Find and Replace it means that you have to press on this More button, so click on the More button or an Alt M and go down to the Special menu and you can choose tab character and that actually over wrote what I just had there.  To put that back in again if this happens to you because I did pay attention to where my cursor was is go in and copy that back in and now make sure that your cursor is after the tab, Special, Tab character that puts in a caret T.  That caret T stands for tab.  If I do a find next you can see behind here that Word found the bullet and the tab.  Now what I want to do is replace it with nothing and I Replace All.  Because my cursor was below the first one it went to the end of the document and is now asking me if I want to search from the beginning of the document and I'll say Yes and it replaces all of them and I can close out.  


Now there are other bullet symbols actual bullets that are being used with symbols and you'll see that it didn't get rid of these because that was a different character.  This is a unique situation that I had done the different symbols.  You're probably going to end up with typically the same bullet character being used and if that happens you can use the Find and Replace technique in the first one and probably handle all of those character symbols at one time.  When it comes to talking about bullets the important thing is to know whether it is a bullet symbol or whether it is actually automated bullets and deal with them appropriately.

