How to Insert Page Numbers in WORD

The front matter, from the Committee Page through the Abstract, must be numbered with lower case Roman
numerals. The Title Page is page i but it is not numbered. A page number must appear on the Committee Page
(page ii) and all subsequent pages, and must not be obscured by text, or a table or figure. All pages following
the Abstract are numbered with Arabic numerals. All page numbers in the manuscript must be bottom center,
and all at the same location from the bottom edge of the page (0.5 to 0.75 inches). Running heads are not
permitted, and neither are page numbers that reference a chapter, such as 1-1, 1-2, 1-3, 2-1, 2-2, 2-3, etc.

To insert page numbers in accordance with criteria above, follow these steps.
On any page in the front matter,

1. Enable Show/Hide Formatting by clicking on the pilcrow () at the top center of the ribbon.
Enabling this function will reveal the location of each paragraph and Page or Section Break.
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The pilcrow contains the formatting instructions for each paragraph. For example, the format for
this paragraph is: Times New Roman font that is bold and all capital letters, centered horizontally,

and double-spaced.
\ tHAPTER-OEﬂ _
THISIS-TITLE -OF-CHAPTER-OE'I _

2. Toinsert lower case Roman numerals in the front matter and Arabic numerals in the remainder
of the text requires that the manuscript be divided into two Sections, which is accomplished by

NOTE: Landscape pages in the body of the manuscript or the appendices are additional separate
sections. To automatically insert the correct section breaks, use the procedure described in
“Landscape Orienting Tables and Figures”, which is on The Graduate School web site at Thesis,
Treatise, Dissertation >Formatting Guidelines and Template> Formatting Assistance.




inserting a Section Break — one section is the front matter, and the second section is the
remainder of the manuscript.

a. To insert a Section Break between the front matter and the remainder of the manuscript,
place the cursor before the first letter of the first chapter heading.

\:CHAPTER-DNH

THIS' IS TITLE-OF -CHAPTER-ONEY

b. Goto PAGE LAYOUT on the ribbon.
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c. On the PAGE LAYOUT menu, click the down arrow to the immediate right of Breaks;
that will reveal the Breaks dropdown menu. Highlight Next Page, and click the left mouse
button which will insert a Section Break.
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Mark the point at which one page ends
and the next page begins.

ge Setup

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

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

Section Breaks

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

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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The Section Break is denoted by a double dotted line after the pilcrow. All content that
precedes the double dotted line is the front matter section, Section 1; all content after the

double dotted line is Section 2.
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3. The next step is to insert page numbers.
a. Go to any page in the front matter. Click Insert, then click Page Number.

b. Onthe Page Number dropdown menu move the cursor to Bottom of Page; this will reveal

the page number location options for the bottom of the page.

c. Move the cursor to Plain Number 2, then click. This will insert page numbers at the bottom
center of the page. Also, the Header & Footer Tools will be enabled as shown on the next page.
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Page view after completing Step 3c.
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Next, set the Footer from Bottom to a value between 0.5 and 0.75 inches; this value is the
width of the white space between the page number and bottom edge of the page. This value
must be the same for all Sections of the manuscript.

Place a check in the box next to Different First Page so that no page number appears on the
Title Page. (This box must be unchecked in Section 2, as well as sections created to
accommodate landscape-oriented pages).

m Manuscript-Example-Fall2015-IncludesWhiteSpace - Waord HEADER & FOQTER TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW  DYMOlabel  ACROBAT DESIGN
D D maps ﬁ |£| F = { ‘ [Ei¢ Previous Different First Page i1+ Header from Tap: B
# H =] B = n B
@ I - - Ep Next b [ Different Odd & Even Pages + Footer from Bottom:
Header Footer Page  Date & Document Quick Pictures Online = Goto Goto Close Header
M * Mumberv Time Infor Parts~ Pictures  Header Footer +.. LNkt Show Document Text (2] Insert Alignmant Tab and Footer
Header & Footer Insert Naviga Options Close




6. Next, change the page numbers in the front matter from Arabic numerals to lower case

Roman numerals.

a. Drag the cursor over any page number in the front matter so that the page number is

highlighted.
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b. Click on Page Number, and then
Format Page Numbers.

c. From the Number format
dropdown menu, select lower case
Roman numerals, and for the Page
numbering option select Start at
and then select i; then click OK.

Double click on any part of the page
to disable the Header & Footer Tools.
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After completing Step 6c¢, the front matter will be numbered with lower case Roman numerals,
with the first numbered page being page ii, the Committee Page. The first page after the
Abstract will be numbered with the Arabic numeral 1.
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masea Fusce posuere, magna-sed-pulvinar ultricies, purus-lectus malesuada-libero, sit-amet-
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8. The final step is to close the Header & Footer Tools ribbon by clicking the X in the red box.
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