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INSERTING PAGE NUMBERS

	For this
	Do this

	Inserting Page Numbers continuously in a document.
	· Insert > Page Numbers

· Select the desired position (top or bottom )and alignment (Left, Right or Centre)

· If you do not wish to have page number on the first page clear the box Show number on first page
· If you want the page number to start from a particular number select Format >Start At and indicate the desired number

	If you want different series of page numbers for different sections
	· Insert Section breaks at the appropriate place.  For this take the cursor to the desired point
· Select Insert > Break>Next Page

· (Please do not  enter a forced / manual page break )

· Go to the first section

· Select View > Header and Footer

· Insert Page Number by selecting Insert > Page Numbers

· Go to Section 2

· Click the Link to Previous button (please see the image below) This is a toggle switch and can be put on or off by clicking it alternately. 
· If you want the page number to start from a specific series, click the format page number button and make the desired change. 

· Repeat this for the remaining sections also.

· The same procedure can be followed for adding different headers and footers.
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	Inserting number of pages in the document along with page numbers
	· Select View Headers and Footers
· Select Insert AutoText > Page X of Y

	Inserting number of pages in the section along with page numbers
	· Go to the desired section

· First insert the page number in the desired format in the desired place.

· Select Insert > Field >SectionPages

· Choose the desired format and Click OK
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