Microsoft Word Quick Note
Setting Different Page Numbers
Objective:
Set page numbers to start at another page besides the first page.
Why:
The document has pages at the beginning that you do not want numbered (such as a title page and/or table of contents).
How:
You must divide your document into sections (a portion of the document where you want to set different formatting or page orientation).
1.
Divide the document into sections.

· Place the cursor at the end of the page where you want the new section to start.

· On the menu bar, choose Insert. Choose Break, click either Next Page or Continuous and OK. 
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	Next page inserts a section break and starts the new section on the next page.
Continuous inserts a section break and starts the new section on the same page.

Odd page or Even page inserts a section break and starts the new section on the next odd-numbered or even-numbered page.




2.
Insert page numbers.

· Place the cursor at the beginning of the new section. See the following figure to learn how to check if you are in the correct section.
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· On the menu bar, choose Insert. Choose Page Numbers. 
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· Click Format.
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· Click Start at to choose which page number to start the numbering sequence.

Problem
Unwanted page numbers are still showing up on the first pages of the document.  Why?  This can happen if you used a Next page section break. To remedy this, try:
1.
Modify the footer in the section where you want to keep page numbers.

· The footer is accessed one of two ways: (1) Double click the footer area or (2) On the menu bar, choose View. Click Header and Footer.

· The Header and Footer toolbar will appear, and the Link to Previous button should be pushed down.  Click the button to deactivate this feature.
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2.
Open the footer in the previous section where you have unwanted page numbers.

· Select the page number and press the Delete key on the keyboard. 
3.
This should remove the page numbers from the section where you do not want them.
Quick Note instructions are written for Microsoft Word 2003.

Quick Note prepared by Amy Hedges who is the Administrative Office Supervisor in Animal Science and a Microsoft Office Specialist.
