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Page Numbering

Page numbers are useful for reference purposes, and for keeping pages in order when printed.
You can insert page numbers to appear automatically at a specified point on every page in
your Word document: in the header (top of the page), footer (bottom of the

page), or margins (left or right of the page). @
| B Topofpage >
Insert page numbers Dt |
1. Click the Insert tab, then click Page Number. Ecmp )
% Remove Page Numbers

2. Selectyour choice of location and format e.g. Bottom of Page > Plain
Number 2.

3. This will open the document header and footer area for editing.

Close Header
and Footer

4. To close the header and footer area again, on the Header & Footer Tools Design
tab, click Close Header and Footer.

Note - You can double-click the top or bottom of a page to open the header and footer for
further editing.
Remove page nhumbers

You can remove page numbers by clicking the Insert tab, Page
Number and selecting Remove Page Numbers from the drop-down
list.

B‘{ Remove Page Mumbers

Format page numbers

Once you have inserted page numbers, you can change how they appear within your
document.

1. Double-click at the top or bottom of a page to open the header or footer area.
. Clickthe Header & Footer Tools Design tab, then click Page Number.
. Click Format Page Numbers... Fy Format Page Numbers..

2
3
4. For Number format: select your choice and click OK.
5

. Click Close Header and Footer.



Use different page number formats within the document

If you are writing a thesis you may wish to use different page number formats within your
document, for example no numbering on the title page. Roman numerals for the Table of
Contents, Table of Figures, followed by Arabic numerals (1, 2, 3, etc) for the main body of the
document.

You can achieve this effect using section breaks to isolate sections of your document
Inserting a section break at the end of page 1 and another at the end of page 3 creates three
sections so we can alter the numbering in each section without affecting the others:

— Section1 Page1 No page number
— Section2 Page2to3 (Roman numeralsitoii)

— Section3 Page4onwards (Arabic numerals starting at 1)

[ e TS
TITLEPAGEY
Section 1 - no number Section 2 - Roman numerals ; Section 3 - Arabic numerals
=
. Section1 . Pagei Section 2 . Pageii  Section 2 . Page1 Section 3 . Page? Section 3

Tips for working with section breaks:

— Clickthe Home tab, then click the Show/Hide button.

i=-hz- &EE T
This switches on formatting marks, which labels

section breaks in your document so they are
easier to find.

— To help you keep track of the section you are working in, right-click the Status Bar and
tick Section.

Page1of1 3words 13 characters [} English (United Kingdom)

Add section breaks

1. Thefirst stepis to add page numbers to your document- see the Page Numbering section
on page 1 of this document

Note — Choose the page humber format that you want to use for the main body of your
document. In our example, we selected Bottom of Page > Plain Number 2 (we also typed
the word “Page”).

2. Click at the end of the page before you want your page numbering to change (in the
example shown below, we clicked after ‘Title Page’ on page 1 because we wanted the



different numbering format to start on page 2).

Table of Contents Table of Figures

ﬂT@PAGE!

Design  Layout

. = Breaks ~
3. Onthe Layout tab, click Breaks.
— Under Section Breaks, select Next Page. Section Breaks
— This creates two sections, Section 1 and Section 2. J[==|  MextPage

Insert a section break and start the new
section on the next page.

4. Repeat step 3 toinsert further section breaks as
needed. We positioned at the end of page 3 (the Table of Figures page) for this example.

Break the link between sections

By default, Word assumes that all sections will use the same number format. You must break
the link between sections before making changes.

1. Double-click at the bottom of any page in Section 2 to open the footer (or top of the page if
your page numbers are located in the header).

TITLE-PAGET
Break (Next Page).

Page 11 L Page21 Page31
. f

— Section 2 is labelled Same as Previous.
It uses the page numbering style from Section 1.

Page-29

1




2. Onthe Header & Footer tab, click Link to Previous to break the

. . . |<_|;| Link to Previous |
link with Section 1. ' :

— The Same as Previous label will disappear.
You can now remove the page numbering from Section 1 without affecting the
remaining pages.

Change the page number format

1. Onthe Header & Footer tab, click Previous to go back to Section 1.

[E14 Previous

2. Click Page Number and select Remove Page Numbers

) | [ =1

Page Date & Document (
MNumber ~ Time Infa~ P
Top of Page >
[ Bottom of Page >
Page Margins >
@ Current Position >
Fﬁf Format Page Numbers...
[E‘; Bermnove Page Numbers ]

— This will remove the number from Section 1 (the title page).
The numbering in Section 2 will continue in the original format. Word also thinks the
numbering is a continuation of Section 1, so in our example, Section 2 starts at page 2.

Footer -Section 1- Footer -Section 1- Footer -Section 1- Footer Section 2- Footer Section 2-

‘ Page i Page i Page iii Page 4 Page 5

3. Clickthe Header & Footer tab, then click Next to go to Section 2. 5 Next

4. Click Page Number and select Format Page Numbers... Ry Format Page Numbers..

— Selectthe Roman numerals style from the drop-down list and change Start At: to 1
then click OK.

Page Mumber Format ? X

[Nurnberformat: i, i, i, .. v ]

|:| Include chapter number
Chapter starts with style: |Heading 1 ~

Use separator: - [hyphen) |~

Examples 1-1,1-A

Page numbering
[:1 Lontinue from previous section

O startat: i =

— The numbering in Section 2 will restart at | (Roman numeral style).

4



@

. Click Next on the Navigation area of the Header & Footer tab to move to Section 3,

Click Link to previous on the Navigation area of the Header Footer tab to break the link
between Section 3 and Section 2.

Repeat step 4 to choose a different number format but select Arabic numbering from the
Number Format drop-down list and make sure the numbering is starting at 1.

. Click the Close Header and Footer button on the Header & Footer tab of the ribbon .



Landscape pages

In Word, there are two types of page orientation:
e Portrait (vertical)
e Landscape (horizontal)

You can change the page orientation for a whole
document or for sections of a document.

Note - Be aware that changing page orientation
may affect the appearance of headers and

Portrait

Landscape

footers within your document. You can fix this
manually.
Change page orientation for a whole document

When you open Word, new, blank documents are portrait by
default. To change the page orientation to landscape for every
page in the open document:

1. Click the Layout tab.

2. Inthe Page Setup group, click Orientation.

3. Select Landscape.

Change page orientation for sections of a document

Home Insert Draw  Design

- w

Orientation| Size Columns

D Portrait

E IE —-#— Breaks ~

17 Line Numbers

-

be Hyphenation

G Landscape

When you are writing up your academic work, you may find that some of your tables and
figures look better when presented on a landscape page, even though the rest of your

documentis portrait.

To create landscape pages within a portrait
document, you must first define each landscape
page range as a new section (using section
breaks). You can then make independent Portrait
changes to each section. Section 1

What are section breaks?

B

Landscape
Section 2

Portrait
Section 3

Section breaks allow you to isolate sections of your document in which you will do something
different e.g. create the page layout. A document can contain as many section breaks as you

need.



Tips for working with section breaks

— Clickthe Home tab, then click the Show/Hide button. R e Y] @
This switches on formatting marks, which labels
fummmas Section Break (Mext Page) s

section breaks in your document so they are easier
to find.

— Tohelp you keep track of the section you are working in, right-click the Status Bar and
tick Section.

Section: 1 Page1of4 Owords 16382 characters [} English (United Kingdom)  Track Changes: Off

Create a landscape section in a portrait document: lj_ -F‘ feerences. talios - feen
= Breaks ~ Indent Spacing
1. Click the place in your document where you would like your Page Bresle

Page
Mark the point at which one page ends
and the next page begins.

A

landscape section to start. ’

Column
Indicate that the text following the column
break will begin in the next column.

2. Clickthe Layout tab, then click Breaks.

=

3. Under Section Breaks, click Next Page.

Text Wrapping
Separate text around objects on web
pages, such as caption text from bady text.

il

4. Click the place in your document where you would like your
landscape section to end.

Section Breaks

MNext Page
Insert a section break and start the new
section on the next page.

L

5. Repeat2-3toinsertanother Section Break - Next Page
here.

Continuous
Insert a section break and start the new
section on the same page.

6. Click anywhere in your document between the two new section breaks.
7. From the Page Layout tab, click Orientation.

8. Select Landscape.

Landscape headers and footers

If you have included a landscape page within a portrait document, you may wish to alter the
header and footer so that they print out in the same place on each page, regardless of
orientation — as in figure 2 below. See the section Fix the headers and footers position on
landscape pages for more information.

Note - Taking the time to fix your landscape headers and footers will improve consistency with
the portrait pages when the document is printed and bound.

HEADER HEADER HEADER HEADER HEADER HEADER HEADER HEADER HEADER HEADER

HEADER - T
PORTRAIT: PORTRAIT- O m
LANDSCAPE-PAGES — O LANDSCAPE-PAGEP>
=Section Break (Next Page) s . -Section Sresk (Next Page) ) = m m
pe) p o)
FOOTFR
Figure 1: Before Figure 2: After



Fix the headers and footers position on landscape pages

You may find that some of your tables and figures look

better when presented on a landscape page, even
though the rest of your document is portrait. You can
change page orientation for different sections of your
document, as described in the section: Landscape

pages

Portrait
Section 1

Landscape
Section 2

Portrait

Section 3

Taking the time to fix landscape headers and footers on your landscape pages will ensure
consistency with your portrait pages when the document s printed and bound.

On screen, it will look like your landscape headers and footers are in the left and right margins
of the page but don’t worry, they will print out in the same place as the portrait pages.

Before: After:
HEADER HEADER
HEADER
PORTRAIT- PORTRAIT- |8 o
LANDSCAPE-PAGEY | O LANDSCAPE-PAGE>
PAGE - PAGEY 0 N g
s Section Break (Next Page)sssssssssss Section Break (Next Page) P po)
FOOTER
FOOTER FOOTER
Break the links between landscape/portrait sections
When you create landscape pages within a portrait [Fosier Sectont |
document, you define each landscape page range as Page 2
a new section (using section breaks).
pOCUMENT TITLE
By default, each header and footer is linked to the [ Heater-secion | [some e P |
previous section. This means that if you edit the
header and footer of any page, your changes will
affect every page in your document.

You must break the links between sections before
making changes to the header/footer of your
landscape pages. If you don’t, the changes will also
affect the headers and footers in the portrait
sections of your document.

Page 3

DOCUMENT TITLE

Header -5ection 3- | | Same as Previous




1. Double-click at the top of your first landscape page to open the header for editing.

— This will be labelled Same as Previous.

DOCUMENT TITLE
et seionz |
2. Onthe Header & Footer tab, =
click Link to Previous to break the link to the previous (portrait) | i=] Link to Previous ‘
section.

— The Same as Previous label should disappear.

DOCUMENT TITLE

e

3. Stillonthe Header & Footer tab,

: . . [ Next
click Next to go to the next (portrait) section header.

— This will still have a Same as Previous label.

DOCUMENT TITLE

b ————————— e e e e e — e,

4. Click Link to Previous to break the link to the previous (landscape) |<—|§| Link to Previous |
section. ' '

— The Same as Previous label should disappear.

DOCUMENT TITLE

5. Onthe Header & Footer tab,
click Go to Footer and then repeat steps 2 — 4 to break the links to the previous
and next section footers.

Go to
Footer

Delete landscape header and footer content

When you have broken the links between your landscape section and the neighbouring
portrait sections, you can delete the landscape header and footer content without affecting
the rest of the document.

1. Click Previous to return to the landscape section footer.

|_;|<_ Previous

2. Select and delete the landscape footer content.



3. Click Go to Header.

4. Selectand delete the landscape header content. Goto
Header

Recreate landscape header and footer content

The next step is to recreate your header and footer in the left and right margins of your
landscape section. In this example, the header contains a logo and the footer contains a page
number.

Before: After:
e HEADER Pk

LANDSCAPE-PAGE] 8 LANDSCAPE-PAGE &

FOOTER 1 =

Note - Objects require inserting, rotating and formatting; it can take some time to perfect.
Follow the steps for the object types you want to add to your header/footer. Page Numbering,
Page Margins, Vertical Left in the Before and After figures.

Page numbers
1. Clickthe Header & Footer tab, then click Page Number.

W B g E

2. Click Page Margins and select either Large, Left (as a footer) - Page  Date& Document Qu

o MNumber= Ti Infor P
or Large, Right (as a header). / ém :;r Cfp:;: .

@ Bottom of Page 4

& Page Margins 3

— Don’tworry about formatting for now —you’ll do that later.

3. Click the text box that appears in the chosen margin.
— When selected, the text box will have a dashed border.

— Note: The Footer label may be hiding part of the text box.

AF
Nmterjéction 2- |

10



Click the Shape Format tab, then click Text Direction. [ Testbirection*| [

— Select Rotate all Text90°.

ABC Horizontal
— Now use the formatting tools from the Home tab to edit the
font, size and alignment. Remember, you want your landscape —
page numbers to look the same as your portrait pages. <\Q‘ Rotate all ted 90,

Other text content

1.
2.
3.

5.

6.

On the Header & Footer tab, click Go to Footer.
On the Insert tab, click Text Box and select Draw Text Box.

Click and drag to draw a text box in the appropriate margin Text
(left for the footer, right for the header) and fill with content, e.g.: sl

— Text: type your content in the new text box.

— Date and Time: on the Header & Footer tab, click Date & Time and select a format.
— Quick Parts: on the Header & Footer tab, click Quick Parts and select from the list.
Click the Shape Format tab, then click Text Direction.

— Select Rotate all text90°.

Use the formatting tools from the Home tab to edit the font and size of the text.

Click and drag the text box until you are happy with the position in the margin.

Logos or images

1.

Click the Header & Footer tab, then click Pictures. E
— Browse to locate and select the logo or image you want and click Insert. Pictures
Click the Picture Format tab, then click Wrap Text.

— Select In Front of Text.

Click Rotate and select Rotate Right 90°.

Click and drag the corner handles to resize the image if needed.

Click and drag the image to position it in the left margin (as a footer) or right margin (as a
header).

11



Add a Title Page

When you preparing to submit a Word document like a dissertation or thesis for assessment,
you may need to add a title page or front cover containing summary information.

You will need to decide if you want your title page to have a page number or not.

— Note: If you have not done so already, your first step is to add page numbers to your

The easiest way to add a new page at the start of the document is to press Ctrl + Home to get
to the top of the first page, then press Ctrl + Enter to insert a page break. A new, blank page
will appear at the start of your document, ready for you to add content.

Option 1 — page numbering on the title page

— Ifyour document contains page numbers, Word will automatically add a number to your
new title page. This is because the default setting is for continuous page numbering
throughout a document.

TITLE PAGE

- --page break- - -

Page 2 Page 3

Option 2 — no page numbering on the title page

Page 5

— By using section breaks, you can delete the page number on your title page (section 1),
but leave the rest of your document (section 2 onwards) as it is. You can even restart the
numbering from 1 on page 2 if you want, as shown in the example below.

TITLE PAGE

==section break==

O Page 2 Page 3

1. Press Ctrl + Home on your keyboard to get to the top of your document.

2. Click Layout > Breaks > Next Page to insert a section break.
— Anew blank page will appear at the start of your document.

3. Press Ctrl + Home again to get to the top of the new blank page.

12



— Ifyour page numbers are in the header, double-click at the top of the page.
— Ifyour page numbers are in the footer, double-click at the bottom of the page.

4. The header and footer of page 1 will be labelled Section 1.
[Fosterseciont]

5. Clickthe Header & Footer tab, and click Next to go to Section 2.

File Home Insert Design Llayout References Mailings Review \iew Developer Help RCM  Acrobat Header & Footer

B @ ﬁ\ IE:E] k\—d F@ [Z Previous [] Different First Page 5 Header from Top: [2em 0|
J —~ - = ; Y
Header Footer Page Date & Documetf® Quick Pictures Online 0 Go to [ Different Odd & Even Pages it 00ter from: botlam: ID‘S mE s ‘ Close Header
v Numberv  Time Info~  Partsv Pictures Footer ] Link to Previous [+ Show Document Text ] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close

6. Before you break any links, notice that Section 2 is labelled Same as Previous.
This means it uses the page numbering style from Section 1.

— You’ll need to break this link before you can delete the number from Section 1 (the
title page).

Footer -Section 2- (| Same as Previous )

~—
2

7. Onthe Header & Footer tab, click Link to Previous to break the link with {3 Linkto Previous
Section 1.

— The Same as Previous label will disappear.

Footer -5ection 2-

8. Stillin Section 2, click Page Number then Format Page Numbers.

d = |

Page Date & Document C
Mumber ~ Time Info~ Pz

B Top of Page >
[3] Bottom of Page >
Page Margins >

@ Current Position >

c% Eermat Page NuEtEr_s;._/

9. Select Start at: 1 and click OK. Examples: 11, 1-A

— This restarts the page numbering in Section 2 from page  Page numbering

1. (7) Continue from previous section
@ Startat |1 z

13



10. Onthe Header & Footer tab, click Previous to go to Section 1. —

11. Select the page number in Section 1 and press the Delete key.

12. Double-click anywhere in the middle of the page to exit the header and footer.

Tips for working with section breaks
— Click the Home tab, then click the Show/Hide button.

-— 1— 1— —— A
F— oy 3— ¥ A— £&©= 3= '-r'l @
*— T— i- = = | L

— This switches on formatting marks, which makes the section breaks in your document
easier to find.

— To help you keep track of the section you are working in, right-click the Status Bar and
tick Section.

Section: 1 Pagelof4 Owords 16382 characters [}  English (United Kingdom)  Track Changes: Off
Useful keyboard shortcuts
Ctrl + Home Go to the start of your document

Ctrl + Enter Add a page break

Ctrl + Shift + Enter Add a section break

Page Margins

Page margins provide the empty space around the edge of a document. You can change the
size of this empty space by choosing from predefined margins, or creating your own custom
margins.

Show/hide the rulers

Use Word’s horizontal and vertical rulers to view and adjust your page margins. The
rulers are also useful for aligning objects within your document. Click the View
tab, then tick the Ruler checkbox to switch the rulers on.

+| Ruler

Choose from predefined margins

Word contains a number of predefined margins that you can choose to apply to your
document.

1. Click the Layout tab, then click Margins.

2. Select from the predefined margins available from the Normal

drop-down list e.g. Normal, Narrow. Top: 254cm  Bottom:2.54 cm
Left: 254 cm  Rightt 254 cm

Note: If you have used section breaks in your

document, your new margins will only apply to the Narrow
i H Ctrl+ A Tep: 127 cm Bottorm:1.27 cm
current section. However, you can press Ctr to Lt 127cm Right 127 em

select your whole document before applying

predefined margins.
14



Create your own custom margins

You can create your own custom margins by adjusting the top, bottom, left and right margins

individually.
1. Double-click on a margin area of the ruler.
2 1 x 1 2 3 4 5 [ 7 ) 9 10 o110 120013 1415 16 (171 18
2. The Page Setup dialog will open on the Margins tab.
3. Type the size of the margins that you Top: T em
require. Left: 2em
4. Choose whetherto apply the changes to the whole

document, or the selected section.

Click OK.

15

150200 21 0 22 23 0 2 250 26 27

Bottom: 1.1 ecm

Ak |4
ALk (|4

Right: 2cm

FYel« "Rl VWhole document IEI
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