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Headers, Footers, and Page Numbers

Click Insert > Page Numbers. You can choose the position
and alignment of the page numbers. Once the page numbers
are inserted, double click either the Footer or Header
(depending on where you inserted the page numbers).
Alternatively, click on View > Header and Footer.
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The Header and Footers toolbar appears. This allows you to edit the contents and formatting of
the footer or header. You can insert images by copying and pasting. The format of the page
numbering can be edited. You can insert text showing the total number of pages.
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by clicking the second button on the toolbar (highlighted in blue below), which inserts the total

number of pages. It will thenread ‘1 of 1'.

Tracking changes and commenting
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made them. Double-clicking the gray ‘ TRK’ text in the Word status bar enables the Track

Changes Reviewing feature.

Alternatively, right-
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and select

‘Reviewing.” You can enable/disable Track Changes by using the button second from the right
(highlighted in blue). Hovering the mouse over the tracking bubble shows who made the

proposed changes.
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Styles
When formatting a document which repeats formatting, it is

useful to use the Styles and Formatting panel. It can be accessed

by clicking the g button on the toolbar. Alternatively, select
Styles and Formatting under the Format drop-down menu.

This allows you to manage the styles which are in use on the
page. Inthe example given to the right, there are styles for
Heading 1 and Heading 2, which reflect the formatting in use.

If one wishes to italicize all Heading 1, one can hover over it,
click on the arrow, and modify it. This will update all the text on
the page which uses that particular style.

When a document gets more complicated with several headings,
captions, pull-out quotes, and other formatting, it is useful to use
the Styles and Formatting panel from the beginning.

Customizing bullets and numbering

When creating bullet-point lists or a numbered outline, it may be
useful to customize it formatting and the characters/symbols it
uses.

Bullets and Numbering el
Bulleted | Numbered I Cutline Murnbered I List Styles I
. ] +*
MNone . © *
- u] *
*._ -l-:-l- "] n
+ K% . .
+ K% . .
ZUstamize, .. |
Resek | O I Cancel |

and the indentation of the text.
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Click Format > Bullets
and Numbering, which

allows the customization of

several aspects. On the

‘Bulleted’ tab, select a style
and then press Customize in

the bottom right corner of
the window. This allows
you to set the bullet font,
symbol, or choose a picture. There are also options to set the bullet position in from the page,



The ‘Numbered’ tab allows you to set the style and positioning much like for a bulleted list.

The ‘Outlined Numbered' tab is useful for outlining thesis chapters and sections. Each level can
be individually customized with its own number style, and its indentation. The ‘Bullet position’
and ‘Text position’ settings control the alignment for different sections.
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promote or demote (increase level, decrease level) in the outlined numbered list. This is useful
for editing chapter/section titles. Clicking the Update TOC refreshes the listing.

Breaks

Apart from the commonly used page breaks, it is
possible to use different breaks to help structure the
document. Under Insert > Break, the ‘ Section break
types’ provides options to manipulate the header and
footer contents separately.

Consider a“Next page’ section break for a new chapter
which allows you to change the footer to read ‘ Chapter
2 instead of ‘Chapter 1.’

A continuous break, for example, allows you to treat
the section before and after the break like two separate
pages on the same page. The example above shows a
section break where the bottom section was formatted
to use two columns, and the page margins were
changed to 0.5”.

Section footers and page numbers
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When working on a long document, such as thesis, it may be necessary to have different page
numbering (such as for an appendix, or table of contents) and different text in the footer.



In order to achieve this,
after creating a Section
break discussed above,
click View > Header
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and Footer. This will bring up the toolbar displayed below. The icon button that is the third
from the right allows you to toggle the link to the previous section. When the button is
highlighted, the current section connects to the previous section’s footer (text, page numbering,

images are the same).

Outlining and table of contents

By combining the tools
provided by the Styles and
Formatting Panel and the
Outlining toolbar discussed
above, it is possible to
create a table of contents
for the document. Click
Insert > Reference >
Index and Tables.

The following window
appears. Select the
appropriate tab. The Table
of Contents allows you to
define what formatting to
use and how many levels
to include (ie, should you
include the chapter section
titles or not).
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