Adding and Formatting Page Numbers B
Tutorial

Graduate College

This guide provides step-by-step instructions on how to add and format page
numbers in Microsoft Word. It includes detailed instructions on inserting page
numbers, removing page numbers from specific pages, formatting page numbers for
different sections, and fixing page numbering restarts. This guide is ideal for anyone
who needs to add and format page numbers in their Word documents, such as
students working on theses or dissertations.

1 Please visit our website and open the Thesis/Dissertation Guidelines at
https://www.fau.edu/graduate/degree-completion/thesis-dissertation/
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https://www.fau.edu/graduate/degree-completion/thesis-dissertation/

2 Scroll down to page 3 and find the Page Numbering section and click on it to jump
to the page numbering requirements.
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3 Review the Page Numbering Requirements carefully.
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Page Numbering

All preliminary pages are numbered with Roman Numerals (1, i1, i1, etc.) except the title page
and dedication page (page numbers do not displav).

Pagination restarts at 1 with Chapter One/Introduction and 1s continuously numbered
throughout the remainder of the manuscript in Arabic numerals (1, 2, 3, etc).

Font of page numbers should be consistent with the manuscript font type/size.

Position of page numbers: bottom, centered, 0.75” from edge of page.
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4 Open your manuscript in Microsoft Word. On the title page please insert the page
numbers following these steps.

Click "Insert"

@ AutaSave E[:é'

sample manuscript (with common errors)_updated @ Mo Label » Last Modified: 6/7/2023 ~

File Home Insert Draw Design

Layout References Mailings  Review Vi

|f'|-‘:| |-T|me5 New Roman v.||12 V.| A A A~ &
Paste B I U~ab x, x A~ £+ A~
¥ < Format Painter
Clipboard Ma Font ]
L 1 1 1 E . 1 1 1 0 1

5 Click "Page Number"
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6  Go to 'Bottom of Page'.

Click "Plain Number 2"
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7 Double click into the footer section, the 'Header and Footer' ribbon will open.
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8  Click "Footer Position from Bottom" and change the footer margin to 0.75"
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@ You can also change the footer margins in the page setup menu. When you do
this, you can apply it to the whole document (this also applies for all of the other
margin settings, except for the top margin)
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9 Click "Home"

@ AutoSave E[:é z) e O = sample manuscript (with common errors)_updated @ No Label = Saving... ™

File Home Insert Draw Design Layout References Mailings Review View Help Acrcbat Header & Footer

ﬁ @ @ E:@ E E‘é |:| [2 previous [] Different First Page

Header Footer  Page Date & Document Cuick Pictures Online Goto EJ) e L Different Odd & Even Pages
% ~  Mumber~ Time Info~  Parts ~ Pictures =~ Header |:| [+] Show Docurnent Text
Header & Footer Insert Mavigation Options
L |---|---|---E---|---1---|---Z---|---J-_L-|---4---|---5---|---
by

Author Name

A Thesis Submitted to the Faculty of
College Name
In Partial Fulfillment of the Requirements for the Degree of

Master of Arts

Click "Show All", this will enable you to view the page breaks and section breaks
10
that you need to add.

It will also show any extra spacing under the page number that will usually
appear.
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11 As you can see here, there is an extra space under the page number that needs to
be deleted. Simply click under the page number by the extra space and hit Delete
or Backspace to delete the extra space.
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12 The page number should look like this with the extra space deleted from under it.
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13 Please ensure the page numbers are consistent with the font/size of your

manuscript.
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14  We will use Times New Roman 12pt font and size.
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@ The title page and dedication page should not display a page number.

The steps below will show how to remove the page number on those pages but

keep the page numbers on the others.

15 Place your cursor after the Month/Year on the title page.
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16  Click "Layout"
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17  Click "Breaks"
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18  Click "Next Page"
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19  You will see the Section Break (Next Page) at the end of the title page.
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& We need to "Unlink" the Header and Footer from the previous section now.

20 Go to page 2 (i), which is the copyright page.

Double-click on the page number footer section.

BB B -—h——

A 918
A s [F o SEms

T Focus

12



21 The Header & Footer tab will open.

Click "Link to Previous" to turn it off.
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23 Click "Link to Previous" to turn it off.
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24  Now go to the title page, highlight the page number.
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25 Press Delete

26 Click "Close Header and Footer"
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27

Go to the page before the Dedication, which is the Abstract.

Insert the Section Break - Next Page at the end of your abstract text.
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= Insert-abstract text-here.- The-abstract summarizes the thesis or dissertation, and
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The uccinet, accurate, and written-in-complete sentences.
=  Theparagraphs-are-double-spaced -and-indented-on the first line -Thesis-abstracts
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= = Insertabstracttext here - The abstract summarizes the thesis-or
dissertation, and-should-echo the style, reflect-the-emphasis, -and-follow-the-structural-

patterof the-manuscript. The-abstract should-be-succinct, accurate, and written in-

complete sentences. = The paragraphs-are double-spaced, and indented on the first line.

Thesis-abstracts are limited to-150-words; Dissertation-abstracts-are limited to-350-words.-*

Insert-abstract text here - The abstract summarizes the thesis-or-
dissertation, and should echo the style, reflect the emphasis, and follow the structural

patter of the manuscript. The abstract should be succinct, accurate, and written in-

complete sentences. are double-spaced, and

Thesis-abstracts are limited t0-150words; Dissertation abstracts-are limited to-350-words.

Now, go to the Dedication page,
of the Dedication text.

28

DEDICATIONY

To-my-grandmother, who has-always-encouraged -me-to-reach-farther

than my-eyes-can-zee.

Styles & Editing Voice Sensitivity

= Insertabstracttext here.The-abstract summarizes the-thesis-or-dissertation, and
should-echo the style, reflect the -emphasis, and-follow the structural-patterof the
manvuscript.- The-abstract should-be-succinct, -accurate, and-written-in-complete-sentences. -

=  Thesis-abstracts are limited to-130 words; Dissertation abstracts-are limited to 350
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We need to "Unlink" the Header and Footer from the Dedication page and the
following section (Table of Contents).

Double-click into the Dedication Header section.

complete-sentences. -+ The paragraphs-are-double-spaced, and-indented-on the-first-line -

Thesis-abstracts-are-limited-to-130 -words; Dissertation-abstracts-are-limited-to-350-words. -]
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30 Click "Link to Previous" to turn it off.
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32 Click "Link to Previous" to turn it off.
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33 Do the same for the Table of Contents section.

Click into the Header of the Table of Contents.
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34 Click "Link to Previous" to turn it off.
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36 Click "Link to Previous" to turn it off.
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37 Now go to the page number on the Dedication Page.

Highlight the page number and delete it.
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38 Click "Close Header and Footer"

bat Header & Footer
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You can also double-click the
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it.
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39

ABLESY

Go to the page before the Introduction (or Chapter 1). This is the last page of the
preliminary pages. You will need to insert a Section Break - Next Page here.

We need to "Unlink" the Header and Footer from the first page of the Introduction

(or Chapter 1).

LIST-OF FIGURES]
1
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Figure 4:-Current Movements, CAS—CS9Y
T

1. Section Break (Mext Page) ..
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40

Double-click int

41

o the Chapter 1 header.

xy

CHAPTER .- INTRODUCTIONT
= Note-that-the following-is-sample text-gnlv,-and-does not-constitute-any part-of-an-
actual thesis-or-dissertation. --The-identities-with which-beginning student writers-define-
themselves-shape the construction-of ideas through writing. -and to-what-extent. - Robert-
Brooke, -in-"Underlife-and- Writing Instruction, " theorizes how the seciological -concept-of
underlife-could be used to-develop student consciousness of the ways-in-which identity-is-

in-opposition-to-societal standards. - Likewise, in-“Toward-and-Excess-{yg Theory-of*

Click "Link to Previous" to turn it off.
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