Page Numbering Options in Word 2007

p. 2 - How to NOT display page numbers on introductory pages

p. 4 - How to use Roman numerals on Introductory pages and begin new numbering sequence
with Arabic numbers
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How to NOT display page numbers on introductory pages

1.
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You must begin a new section at the beginning of each new introductory page up through the page where
you want to begin page number display. To create a new section, place the cursor at the beginning of each
introductory page, click the Page Layout tab, then Breaks — Continuous, under Section Breaks.
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[For further help on section breaks, go to http://www.uwec.edu/help/Word07/sectbreaks.htm.]

On each introductory page, place cursor at the beginning of the page, then go to Page Layout tab, click the
little box at the right next to Page Setup. In the menu check the “different first page” box. (Do not do this on
the page you want page numbers to display.)
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http://www.uwec.edu/help/Word07/sectbreaks.htm

3. Place cursor at the beginning of the page where you want to begin displaying page numbers (after you’ve
inserted all the section breaks up to and including this page), click Insert tab, then Page Number, choose
where on the page you want the page number to appear. If there were three introductory pages, then the
display will begin with “4” on the fourth page. (Continuous paging is the default.) Then close the
header/footer bar (red X in upper right corner).

Note: If you want to begin a new numbering sequence (for example, to start with page number “1” after the
introductory pages), click Format Page Numbers, then click the “Start at” button and select the desired page
number.
.6'3\ NDEEGdH92-0mTZRAE - No page numbers.doc [Compatibility Mode] - Microsoft Word
' jj)l Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat
- § = n EE [ ? k L, Hyperlin = o e A= ] A= | & signature Line -
ﬂ j ’-_:‘ j Iﬁl HLl —J) kﬁ i i:::kr:'ra:( é é ﬂ % ﬂ é 4 = _‘{]_J:J:te;ﬁm:
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Header Footer | Page Japanese Text Quick WordArt Drop
Page~ Page Break > Art - ['m] Cross-reference - -~ IMumber~! | Greetings~ Box~ Parts~ - cap~ " Object ~
Pages Tables Iustrations Links Header & F i_‘i-] Top of Page » Text
|5] Bottom of Page 2
l«] Page Margins 3
Margns | Peper | Layout | Document Grid [#]  Current Position r
Section ﬁ} Eormat Page Numbers...
Section stast: [ewosge B4 y
Section drection: | Left-toeright > Format Page Number
Change the format of page
Headers and fookers numbering used in the header ar
[ nifferant pdd and even footer.
[¥] Different first page |
Page Number Format [g|
Mumber format: | 2.3 v|
[ ] Include chapter number
Page numbering
{:} Conkinue Fram previous seckion
(%) Start at: |1 x
[ Ok, l [ Cancel
©Arizona Board of Regents The University of Arizona Libraries

1/9/08



How to use Roman numerals on Introductory pages and begin new numbering sequence with
Arabic numbers

1.

2.

Insert a section break at the beginning of the page where the Arabic numbers are to begin. (Click the
Page Layout tab, then Breaks — Continuous, under Section Breaks

While on this page, click on the Insert tab, then on Page Number and desired location to add page
numbers.

While the Header & Footer Tools ribbon is still visible at the top, click on Page Number (under the
Header & Footer group on left side), then on Format Page Numbers.

Click the “Start at” button and select “1” to begin this section with Arabic number 1. (Note that this will
add page numbers to the introductory pages as well.)

With the Header & Footer Tools ribbon still on, scroll up to the introductory pages, then again click on
Page Number and Format Page Numbers.

From Number Format menu, choose Roman numerals (i, ii, iii, etc.).

Then click the red X to close the header & footer.
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