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Microsoft Word 2007

A typical academic essay consists of two different numbers:
Roman numerals (i, ii, iii etc...) after your cover pages, executive summary, table of contents.

Arabic numbers (1, 2, 3 etc...) after above, e.g. essay body, chapters.

Question: How to have two different number formats in one file?
Answer: Section breaks will help you to do this. Your document will have a few segments but Microsoft Word still
treats it as one single file.

There are several ways of doing this but here is an example. Let’s assume we would like to have the following
page numbering.

-

Title Page The first page has no page
Section One< number.

-

4 Roman numbers (i, ii, iii...) starts from
the second page until essay body begins.

The preliminaries often contain:
Abstract - abstract

Section Two< - preface and/or
acknowledgements

- table of contents

i - list of illustrations, photographs,
figures and or table

- Executive summary etc...
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-
Arabic numbers (1, 2, 3...) starts
from the main body of the work, i.e.,

Section Three Chapter One essay body and chapters.
<
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1. Before you start, it is easier if you can see where you have created section breaks. Click Show/Hide. This will
show the special formatting in the document (including section breaks).

T \,I H9-0 )+ Documentl - Mi§roso

il
—j Home Insert Page Layout References Mailings Review View

II_.\-‘ —_— I “ ..
B “ Calibri (Body) T AN A ||fE s e |2 2E| 23 !Tl:
A Ef| LY
Paste 5 [B £ U - e x, % Aa~ || - A~ IEE =EE|l=||H- 5
Clipboard ™ Font [w Faragraph P

2. Click right after the contents of the cover title page > Page Layout > Breaks > Next Page
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3. Place your cursor in the text somewhere on the second page where you have your abstract, table of contents
and list of figures etc, i.e., Section Two.

4. Insert > Page Numbers > Bottom of Page
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5. Choose style of the page numbers, (for more advanced options click Format Page Numbers...)
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6. Select the footer of the document, to do this Double Click in the footer or go to Insert > Footer > Edit Footer

.
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7. Once you have selected the footer go to Page Number > Format Page Numbers...
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8. Change Number format to Roman numerals (i, ii, iii...) > Type “i" in the Start at box. > Click OK to return to
your document.
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Fage Mumber Format

Murmber format: i, i, i, ...

[] Include chapter number
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9. Go back to the cover title page, i.e., section one. Click somewhere on the page.

10. Page Layout > Page Setup > Layout tab > Tick on Different first page > Click OK

41

E*’a\ H ) -
LY

Home Insert Page Layout References
j n* 'y Orientation - *,:::: Breaks -
= [A]- 13 Size £ Line Numbers ~
Themes Margins __ - i
- * - £E Columns ~ be Hyphenation ~
-y
Themes Page Setup :.'i‘-
Page Setup
o TN,
Margins Paper : Layaut ,(7
Yananns®
Section
Section skark: Mew page v
Headers and footers
[] pifferent odd and even
Header: |1.25cm 12
From edge: —
Footer: [1.25cm (5
Page
wertical alignment: |Top v
Preview T T
* L4
0“ prm— ‘.‘
L4 _— .
L] pr— -
. j— . . . \
H = &5 Make sure this Different first page
—_— L4 . . .
\’. = o will only apply to the first section,
. Sl not the whole document.
MEFTTEL
Apply to: | This section v [Line Murnbers. ., ] [ Borders... ]
o] (o
Page 4 of 5

Produced by Massey University Library Information Commons



> MASSEY UNIVERSITY
pe———r

11. Click right before the essay body/chapter > Insert > Next page section break
12. Place your cursor somewhere in the Section Three, i.e., where your essay body or chapter begins.

13. Insert > Page Number
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14. Choose position and alignment of the page numbers.

15. Change the number format > Insert > Page Number > Format Page Number
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16. Change Number format to Arabic numerals (1, 2, 3, ...) > Type “1” in the Start at box. > Click OK to return to
your document.
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17. Done!
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