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This tutorial will walk you through the steps of creating a page header which shows the current section (or chapter) number, the current page of the chapter,
and how many pages in the chapter, e.g. Chapter Il Page 3 of 5.

Step 1: Insert Section Breaks

Each chapter needs to be separated by a next page section break.

BEHS -
CE  HOME  NSERT

@ _chap-pagination-demo - Word
REFERENCES SAADINGS REVIEW VIEW

DESIGH

H hy I:‘L] |—] = Breaks ¥ Indent Spacing ‘ =) [ ; 3 Align -
1L : | 2 | U% i
; - = (0t : — 1 Group
Margins Orienlation Size Columng| a0t oreaks il = Position Viap  Bring Ssction
. . . N Page 10 pt - et Foraard < B A Fotate

(1)  Place the insertion point Fage Setva 'ﬁ_-] l‘l‘;';étiff’.";‘.;‘.';l;‘.’n'.”"‘“’“‘"“" B amange

at the beginning of the I tibinue Wen, 0 A ianihms nesl id.dh

chapter =h Column yahizzatvaliptatim anis-hanomm in-mel. reprahandiunt necessitatinns-

that the text follawing the caluma
begin in the nest column,

pro=cnel-consulafiex

Place the insertion point
(2) Select the Page Layout tab

. TextWrapping (cursor) at the beginning
- Breaks drop-down o= s Ben sacwnl EiiSacts o el ‘ of the chapter
- Section Breaks group pages, such as captic cm bedy tes. phapter'IIﬂ
Section Breaks
- Next Page ALl ~ Facilisgiericulachis ot -pri-adisenieuri-pasidaninm cu, -Quo -at<hern-
| Next Page Fnismod i advarsarinmae-vix - e rhorad
g Insert & section break and start the new po - . B e
‘__H e P T T frem-refarmidans mea. Fiperarenzamms-definitionsm cy-ridens-
J-wmem:fwlfz.-\'!AS'!:lmmmm~mn|(:;ﬁ;mfi,"|
=1 Continuous

Insert 3 section break and star the new * Nam enadhne Anda fam ar hne prov, Qui, cums
section on the same page. tani -no. Mclan 1ah 1 U stnanliz-quo. Ex

Step 2: Insert Header

Next we insert our header. Choose what ever header fits your situation.
(We will use a 3 column header inorder to better display different kinds of header information).
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Step 3: Fill In Basic Header Information

At this point, we can fill in most of the header information which will not change from page to page. For this example, we fill in a document title in the left
header column and the word "Chapter" in the right header column.
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Step 4: Add the Chapter Numbers
We will now use the quick parts fields to add the pagination information such as chapter number and page number.
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In the Field list, scroll down about 2/3 of the

list and select Section.
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Click Okay.
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Step 5: Add the Page Numbers

To add the current page, we simply need to go back to the quick parts field (see step 4) and choose the page field this time.
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This will again launch the Field dialogue box.

1) Scroll down about 1/2 way in the field list and
select Page.

(2) Choose the desired number format from the
Format box.

(3) Click Okay.
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Step 6: Add the Page Count for the Chapter

To display the number of pages in the chapter, we use the Section Pages

field from the quick parts field list.
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This will again launch the Field dialogue box.

(1) In the Field list, scroll down and select
Section Pages

(2) Choose the desired number format from the
Format box.

(3) Click Okay.
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Step 7: Reset the Current Page Count

The page numbers progress through the end of the document. We need to reset them to 1 at the beginning of each chapter.
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This will launch the Page Number Format dialogue box.

1) Select the Start at radio button.
(2) Ensure the number is set to 1.

(3) Click OK.

Repeat this whole step at the beginning of each chapter
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[} Include chapter number
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Examples: 11,1-A

Use separator:

Page numbering

() Continue from previous section
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