Word 2010
Page Numbering/Section Breaks

Overview: If you work with documents that require different document formatting within
a page or between pages, then you need a full understanding of section breaks. You
will also need to understand, that by default, headers and footers are linked together
from one section to another, and if you want different page numbering between
sections, than you must learn how to break the link.

u CUSTOMIZING THE STATUS BAR
u UNDERSTANDING SECTION BREAKS

e Inserting a Section Break
e Types of Section Breaks

| CHANGING PAGE FORMATTING
e Orientation

e Vertical Alignment

u MULTIPLE HEADERS/FOOTERS

e Navigating to Specific Sections

¢ Printing Specific Sections
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Customizing the Status Bar

To make it easier to work with section breaks and multiple page numbering, you will
need to know what page number and section number cursor is on. You can view the
page number and the section number in the Status Bar.

Page: 2 Sectiomn:1 Page: 2 of 10 |

To customize the Status Bar, right-mouse click on the status bar and select Formatted
Page Number, Section & Page Number from the menu as shown below:

Customize Status Bar

v | Formatted Page Mumber 1
v | Section 1
v | Page Mumber 1ofl
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Understanding Section Breaks

Sections are used to vary the layout of a document within a page or between pages.
Any time you need to change the page formatting on the same page or between pages,
you must insert a section break. After you insert a section break, you can then format
each section as needed. A section break must be used to change the following in the
middle of a document:

Margins

Paper size\Orientation

Paper source for a printer

Page borders

Vertical Alignment

Columns

Headers/Footers (Page numbering)
Line numbering

Footnotes and endnotes

To change any of the options from the Page Setup dialog box in the middle of a
document, you need to insert a section break at the point where you want the formatting
to change.

Inserting a Section Break

From the Page Layout Tab — Page Setup Group, click on the down arrow next to
Breaks:

Pagelayout | References  Mailings  Review  View  Developer

3 Ij J = Breaks - N A [y nde

Page Breaks
a5 Orientation  Size  Columns

Page
Mark the paint at which ane page ends
and the next page begins.

fie )L

Page Setup

Column
Indicate that the text following the column
braak will bagin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from bady text.

n
&

3
@

[l

reaks

Mext Page
Insert a section break and start the new
section on the next page

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numberzd page.

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

Dl Bk HI\IHI.

g
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Section Break Types
Next page inserts a section break and starts the new section on the next page.

z

| —
=
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.

5

NOTE: To see the difference between a Page Break and a Section Break, Show/Hide

must be enabled (Home Tab — Paragraph Group —
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Changing Page Formatting

To change the page formatting from one section to another, place your insertion point
after the section break. From the Page Layout Tab - Page Setup Group, click the
Dialog Launcher to access the Page Setup dialog box as shown below:

iome Insert Page Layout References

24 Orientation ~ #= Breaks ~
13 size - #3 Line Numbers -

Margins __ a
- = Columns = b~ Hyphenation =

Page Setup Q

Make any formatting changes and select Apply to: This section as shown below:

Margins Paper Layout
Margins
Top: 1" Bottom: 1"

Left: 1" Right: 1"

IS
< %2>

Gutter: " iautter position: Left

Crientation

Portrait Landscape

>
|

Pages

Multiple pages: Motmal v

Preview

Portrait Landscape

Apply to:

Whale document

SECTION
BREAK

NOTE: A section break stores the formatting of the preceding section. When you
delete a section break, the properties stored in the section break are deleted. The text
that preceded the deleted section break assumes the properties of the next section
break.

As shown in the example above, if the section break was deleted, the first section where
the orientation is currently portrait, would change to landscape, since the orientation of
the following section was landscape.

WORD FORMATS FROM THE BOTTOM OF THE DOCUMENT TO THE TOP.
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Orientation

The Orientation on the Margins Tab from the Page Setup dialog box defaults to
“Portrait” and is applied to the Whole Document. To change the Orientation to
‘Landscape” in the middle of the document, you must insert a Next Page Section

Break. To return to Portrait again, you must insert another Next Page Section Break as
shown below:

ORIENTATION —
LANDSCAPE
ORIENTATION - ORIENTATION -
PORTRAIT I PORTRAIT
SECTION SECTION
BREAK BREAK
Page Setup EJE‘ Page SEH..ID = EJE‘

Margins | Paper | Layout Margins | Paper | Layout

Margins Margins
Top: ] ¥ Bottom: " v Top: ] E Bottom: 1" E
Left: 1" E Right: 1" E: Left: 1" E Right: 1 ES
Gutter: o + Gutter position: Left b Gutter: o = Gutter position: Left v
Qrientation Qrigntation
Portrat _/Landscape Portrait\  Landscape

Pages
Multiple pages: Hormal n Multiple pages: Marmal v

Preview iz

Ul
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Vertical Alignment
The Vertical Alignment feature on the Layout Tab from the Page Setup dialog box
defaults to “Top” and is applied to the Whole Document. You can use this feature to
vertically align a cover page to “Center”, but you only want to apply this formatting to
the Cover Page and not the entire document. Therefore, the Cover Page must be
followed by a Next Page Section Break as follows:

7 of 10

Cover-Pagef]|

Vertical Alignment -

Vertical Alignment -

CENTER TOP
|
SECTION BREAK
Page Setup E|E| Page Setup

Margins | Paper | Layout

Sertion

Section stark:

Headers and footers

[ Different odd and ewen

[] Different First page
Header: (05" E
From edge:
Eooter: 05" E
Page

Wertical alig

Preview

- .
Set As Defadlt

Margins | Paper | Layour |

Section

Preview

apphyfo: | This section

Set s Default |

Section start: Mew page v
Headers and Footers
[ bifferent odd and even
[ bifferent first page
Header: 0.5 E
From edge:
Eroker: 0.5 E

Page
Yertical alignmé

.
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Multiple Headers/Footers

Each section can have its own header/footer, but the default is to link headers and
footers from one section to another. If you make a change to the Header/Footer in the
next section, it will also change the Header/Footer for the previous section (“Same as
Previous”).

If you want a different Header/Footer for the next section, you must break the “link”.

Same as Previous

The Header & Footers Tools Contextual Tab will appear when you edit the header or
footer. From the Navigation Group, click Link to Previous:

Foater -Section 2-

27
T

Vord non-commercial use Header & Footer Tools
Mailings Review View Developer Design
j‘ _'_IT; Previous Section Different First Page 34
N ) _'_l", Mext Section Different Odd & Even Pages ::t
HL;,;I;- :‘I: :: _ |"',;"; Link to Previous V| Show Document Text ﬂ

Mavigation Options

The “Same as Previous” will no longer appear and you can enter different text and
page numbers for the next section.

Foaoter -Section 2-

bl
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i.e. - Document with different page formatting and page numbering from section
to section:

Cover Page—Vartical-
Aligement-(Centat)y ]

Mo Page Numberingl Document
Table of 2nd Page of TOC Begins 2nd Page of
(It\loc:/g;Pg%e Contents Page ii Np Page # - Document
g Page i Different 1st Page 2
Page
4th Page of 5th Page of
Document — Document
Landscape Back to Portrait —
3rd Page of Same as Same as Previous
Document Previous Page 5 . L
Page 3 Page 4 Exhibit A Exhibit B
Page A-1 Page B -1
a
Section Break —
Page Break |
9 of 10 Last Revised: 1/15/2017

Word 2010 Page Numberings - Sections Documentation.docx



Navigating to Specific Sections

To navigate from one section to another, click on the Object Browser on the Vertical

Scroll Bar:
+

©

¥
Select Browse By Section:

Browse by Section

il . e d

o el ol (@)D

The double-arrows will turn blue. Click on the double down arrows to go to the next

section:
©),

(9]

&

Printing Specific Sections

e To print only specific sections, on the File Tab, select Print. Under Settings , click
on the down arrow next to Print All Pages and select Print Custom Range:

Document -

Print All Pages
j Print the entire document

Print Current Page
Only print the

Pages: |

Print One Sided
| Pages
Only print an one side of the p...

Type page numbers and/or page
IJlJCoIIated ranges separated by commas

123 123 123 counting from the start of the

o - - document or the section. For
example, type 1, 3, 512 or pisl,
j Portrait Orientation w| pls2, pls3-p8s3

e Typeinan “s” followed by the section # as shown below:

sl1, s5 — Prints Section 1 & Section 5
s1-s8 — Prints Sections 1 through 8

To print specific pages in a Section:

p5s2 — Printer page 5 of Section
pls2 - p5s2 — Prints pages 1 through 5 of Section 2
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