USING WORD 2000 TO SET PAGE NUMBERING

Institutional guidelines usually specify page setup, i.e., margins, paper size, font
and page numbering.

1. STARTING NUMBERING ON PAGE 2

1.1 If you do not want page numbers to start on yast ftitle) page, place your cursor
where you want the second page to start and iasttion break by going to the
Insertmenu and choosing Break...
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The Break dialog box pops up.
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1.2 Click on the Next pageadio button.




2. NUMBERING IN HEADER OR FOOTER

2.1 To insert page numbers in your header or footetpdghe Viewmenu and choose
Header and Footer
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The Header and Footer dialog box pops up and the cursor is positioned in the Header
paragraph. (Sometimes the Header and Footer dialog box puts itself below your menu
bar as a toolbar - or you can drag it there.)

Insert AukoText - (= B By £ & 5, dose

2.2 If the page number must be in the footer, clicklo Switch between header
and Footercon.

3. CENTERING OR RIGHT ALIGNING NUMBERS
3.1 If you do not need to type any words in the footer:

3.1.1 If the page number must be centred, press Conttol¢entre the paragraph.

3.1.2 If the page number must be on the right, pressr@Gbmtto right align the
paragraph.

3.1.3 Insert a page number by clicking on the Insert Rg®bericon
shown on the right.

3.2 If you do need to type words in the footer, firghe the words.

Word automatically assigns a centred tab and a right-aligned tab for the US|l etter
Size page and margins.
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3.2.1 These do not work for our page layout so you rneetklete them before you
do anything else. Go to th&rmat menu and choose the Tabsption, as

shown below.
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Frames L4
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The Tabs dialog box pops up, as shown below, usually with the default tab
settings for a center tab and aright tab on a U.S. standard Letter page size.

Diefault bab stops: 1.27 cm El:

Alignment
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Tab stops to be cleared:

Set | Clear | Clear all |
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3.2.2 Click on the Clear Albutton to remove them.
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Then you need to re-assign the tabs for your page layout. Work the positions
out fromyour margins. If your left and right margins are 2.5 cm each, delete 5
fromyour A4 page width of 21 cm= 16 cm. A right-aligned tab would be at 16

cm. A centred tab would be at 8 cm.

Taop margin
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FPage width - Left margin - Right margin
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TEXT
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Center tab at 5 cm J_ Right tab at 16 cm_l

Bottom margin
25 cm
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(If your measurements are displayed in inches and you want to display themin
centimetres, go to Tools menu — Options option— General tab —
Measurement units list box— Centimetres dropdown, as shown below.)
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Wigw eneral Edit l Prink l Save l Spelling&Grammarl
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[v* Mail as attachment
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[ Help For WordPerfect users
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Measurement units:
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ML Features
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Web Opkions. ..

| E-mail Options. .. |
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Cancel |

3.2.3 Set a right-aligned tab by

typing 16 in the Tab stop
positionstext box and Tab stop position: Default tab stops: 1,27 cm El:
selecting the Right |16 et
option in the Alignment =] "F Left & Lo
frame, as shown below. - " Bar
(Leaders are mostly only v iniE
used in tables of contents Lead;r
and forms so leave that & 1 Nane (o
setting at Non@ [ ® 2 s 4

3.2.4 Place your cursor Tab stops to be deared: 2.5 cm
between the words and
the page number and
press the tab key. St | Clear | Clear Al |

(] 4 | Zancel |
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4. FORMATTING THE NUMBER
4.1 The default number format is 1, 2, 3,... (Arabic nuat®. If you want any other

number format, e.g., Roman numerals (i, ii, iii,.cljck on the Format numbéron
in the Header and Footer dialog box/menu, showoviael

The Page Number Format dialog box pops up.

Page Number Format Page Number Format E]

Mumber format:

tumber Format: |iJ i, i, ...

[ Include chapter number [ Include chapter number

2l
Feadnat |

1-1, 1-A i 1-1, 1-4

Page nurnbering Page numbeting
% Continue From previous seckion ™ Continue from previous section
™ Start at: * Start at: 1 =

| 8] 4 I Cancel o 'e | Cancel J

4.2 Select the Number forméom the list box on the top right of the dialogx) as
shown above left.

4.3 Select the page number to Start(@sually 1) from the list box at the bottom centre
of the dialog box, as shown above right.

4.4 Click on the OKbutton or press the Entkey to exit.

5. NO PAGE NUMBER ON FIRST PAGE

5.1 If you do not want your page numbers to show orfitsepage of the new section,
go to the Viewmenu and choose Header and Fqasrexplained in paragraph 2.1.

5.2 Click on the Page Layout icon in the Header andétatialog box/menu.

A
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The Page Setup dialog box pops up, open at the Layout tab, as shown bel ow.

.......................

Seckion stark: Preview

|New page ﬂ

Headers and fookers
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vertical alignment:
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Default. .. (] 4 | Cancel |

5.3 Tick Different first pagen the Headers and footedrame at the left centre of the
dialog box.

5.4 Go to the First Page Headmrthe First Page Footand make sure it contains what

you want (usually nothing).

5.5 Click on the View Nexbr View Previouscon to move around in the headers and

footers.

F Oy

6. To exit the Header and Footer dialog box, clickGoseat the far right of the Header
and Footer dialog box.

7. If you need to restart page numbering, e.g., ifrfoant pages have to have roman

numerals (i, ii, iii...) and then your dissertatioroper must start at page 1 with Arabic

numerals (1, 2, 3,...), insert a section break wkigeew numbering must start by

repeating paragraphs 1.1 and 1.2 in this docunaextset the numbering by repeating

paragraphs 4.1 to 4.4.

Exactica’s mission is to be a support structurestadents of advanced degrees, mainly

South Africa and its neighbouring countries.vAtw.exactica.co.zave have more tools for

dissertation writers. They are copyrighted but fiegpersonal use.
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