
HOW TO USE BULLET 
POINTS

3. If you want to remove them, 
just click the 

button.

1. If you want to use your pre-

formatted bullets, click on the 
button.

2. To indent your bullets 

to the next level, click on 
again.

2. Click on the  in the 

middle of the placeholder and 

choose the image from your 

computer.

3. Click on the 

tab in the ribbon and use the 

tools to edit the image.

4. Choose  to resize and 

move the image within the 

placeholder, using the white 

circles in the corners of the 

image. Click on the drop down 
arrow and choose to fit the 

image to the placeholder.

5. Choose to 

adjust the Saturation, Tone, and 

Colour.

6. Choose to 

adjust the Sharpness, Brightness, 

and Contrast.

HOW TO INSERT AN 
IMAGE

1. If there is already an image 
present, 

2. Click on the  in the 

middle of the placeholder and 

choose the image from your 

computer.

3. Click on the  

tab in the ribbon and use the 

tools to edit the image.

4. Choose  to resize and 

move the image within the 

placeholder, using the white 

circles in the corners of the 

image. Click on the drop down 
arrow and choose to fit the 

image to the placeholder.

5. Choose to 

adjust the Saturation, Tone, and 

Colour.

6. Choose to 

adjust the Sharpness, Brightness, 

and Contrast.

HOW TO INSERT AN 
IMAGE

1. If there is already an image 
present, 

7. Once you are happy with 

your image, right click on it and 
select ‘ ’. 
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