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Page Numbering

How do I insert page numbers?
1. Click the ‘Insert’ ribbon.
2. Click the ‘Page 

Numbers’ button.
3. Choose where you 

wish to place your 
page numbers (top 
of page/bottom of 
page etc).

4. Choose one of the 
options displayed to insert it into your document.

Choosing to insert page numbers at the top or bottom of 
the page will replace your current header/footer (if you have 
one).

To keep your current header/footer AND insert page 
numbers:
1. Position your cursor in your header/footer at the point you 

wish the page numbers to be inserted.
2. Choose one of the ‘Current Position’ options in the ‘Page 

Number’ drop down menu (step 3 above).


