
How To Insert Page Numbers In
Word

Downloaded from ges.cursor.cl by Yoselin & Gordon •
Read more, learn more. • Page 1

How To Insert
Page Numbers In

Word

Introduction: Why
Mastering Page Numbers
in Word Matters

If you have ever spent hours formatting a lengthy
report, academic thesis, or business proposal, you
already  know  that  the  final  polish  can  make  or
break your document. Among the most essential
yet  underestimated  formatting  tasks  is  learning
how to insert page numbers in Word. A well-
numbered document not  only  looks professional
but also helps your readers navigate your content
effortlessly. Whether you are a student preparing a
dissertation,  an  office  worker  assembling  a
quarterly  report,  or  an  author  formatting  a
manuscript,  understanding  the  ins  and  outs  of
page numbering in Microsoft Word will save you
time, reduce frustration, and ensure your work is
taken seriously. In this guide, we will walk through
every method, trick, and best practice you need to
become a page-numbering pro.



Understanding the Basics:
Where Page Numbers Live

Before  diving  into  the  step-by-step  process,  it
helps to understand that page numbers in Word
reside  in  the  header  or  footer  area  of  your
document. These are special sections that repeat
automatically on every page, or on selected pages,
depending on your settings. By adding your page
numbers  inside  a  header  or  footer,  you  ensure
consistency  without  having  to  manually  type
numbers on each page. The header appears at the
top margin, while the footer sits at the bottom. You
can choose either location for your page numbers,
and you can even customize the alignment to the
left, center, or right.

Key Terms to Know

Header: The top margin area of a page,
often used for titles, dates, or page
numbers.
Footer: The bottom margin area, commonly
used for page numbers, copyright notices, or
footnotes.
Section break: A division that allows you to
apply different formatting (including page
numbering) to separate parts of your
document.
Page number field: A dynamic code that
updates automatically as you add or remove
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pages.

How to Insert Page
Numbers in Word: Step-by-
Step Instructions

Below  we  cover  the  most  common  scenarios.
Whether you are using Microsoft 365, Word 2021,
Word 2019, or an earlier version, the steps are
nearly  identical.  Let  us  start  with  the  simplest
approach.

Method 1: Inserting Page Numbers in
the Header or Footer

Open your Word document and navigate to1.
the Insert tab on the Ribbon.
In the Header & Footer group, click Page2.
Number.
A dropdown menu will appear. Choose where3.
you want the numbers to appear:
Top of Page (header) or Bottom of Page
(footer).
Select a pre-designed style from the gallery,4.
such as Plain Number 1 (left-aligned),
Plain Number 2 (center-aligned), or Plain
Number 3 (right-aligned).
Click the style you prefer. Word will5.
automatically insert the page number and
close the header/footer area.



Double-click the main body of your6.
document to exit the header or footer.

That is all it takes for a standard document. Your
pages  will  now  display  numbers  in  the  chosen
position. However, if you need more control—such
as starting numbering on page 2 or using Roman
numerals—continue to the next methods.

Method 2: Changing the Starting Page
Number

Sometimes you need to start numbering from a
specific  number,  for  instance  when  your  cover
page or table of contents should not count as page
1. Here is how to adjust the starting number:

Double-click the header or footer area where1.
your page number already appears. This
opens the Header & Footer Tools tab.
In the Header & Footer group, click Page2.
Number and then choose Format Page
Numbers.
A dialog box will appear. Under Page3.
numbering, select Start at and enter the
desired number (for example, 1 if you want
the first numbered page to start at 1 after a
title page).
Click OK to confirm.4.

Method 3: Removing the Page Number
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from the First Page

Many formal documents require that the title or
cover page has no page number. To achieve this:

Double-click the header or footer area to1.
activate it.
On the Header & Footer tab (which2.
appears when you are in this area), check
the box labeled Different First Page.
The page number will vanish from the first3.
page. If you want, you can insert a different
header or footer on the first page, or leave it
empty.
Close the header or footer by double-clicking4.
the document body.

Method 4: Using Roman Numerals for
Front Matter

Academic  papers  and  books  often  use  Roman
numerals  (i,  ii,  iii)  for  prefaces  or  tables  of
contents, then switch to Arabic numerals (1, 2, 3)
for the main content. This requires section breaks.

Place your cursor at the end of the front1.
matter (after your table of contents or
preface).
Go to the Layout tab, click Breaks, and2.
under Section Breaks, select Next Page.
This creates a new section.
Double-click the header or footer in the first3.
section (front matter). Insert a page number



and then right-click it. Choose Format Page
Numbers.
Under Number format, select i, ii, iii, ...4.
and click OK.
Scroll to the second section and double-click5.
its header or footer. Insert a page number
and again right-click it. Choose Format
Page Numbers.
Select 1, 2, 3, ... and under Page6.
numbering, select Start at: 1.
To prevent the second section from7.
inheriting the same format, you may need to
unlink the sections. While still in the
header/footer of the second section, click
Link to Previous in the Navigation group to
deselect it (this breaks the connection
between sections).

Advanced Page Numbering
Techniques

Once  you  have  mastered  the  basics,  you  can
explore more sophisticated options that make your
documents stand out and function better.

Adding Chapter Numbers to Page
Numbers

I f  your  document  uses  chapter  headings
(formatted with a built-in heading style), you can
include the chapter number as part of your page
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number.  For  example,  you  might  want  page
numbers that look like "2-1", "2-2", etc.

Apply a numbered heading style (like1.
Heading 1) to each chapter title.
Double-click the header or footer where you2.
want the page number.
Click Page Number > Format Page3.
Numbers.
Check the box Include chapter number.4.
Choose the heading style you used (usually5.
Heading 1) and select a separator (hyphen,
period, colon, or dash).
Click OK. Word will now insert the chapter6.
number automatically before the page
number.

Inserting Page Numbers in Word for
Mac

If you are using Word for macOS, the process is
very similar but with a slightly different interface:

Go to the Insert menu at the top of the1.
screen.
Select Page Number. A submenu appears.2.
Choose the position (Top of Page, Bottom of3.
Page, Page Margins, or Current Position).
Pick a style from the gallery. Word will insert4.
the number automatically.
To format, double-click the number and use5.
the Format options in the toolbar.



Inserting Page Numbers in Word
Online (Free Version)

Word  for  the  web  has  a  more  limited  set  of
features,  but  you  can  still  add  basic  page
numbers:

Click Insert > Page Numbers.1.
Choose a position (Top of Page or Bottom of2.
Page) and an alignment.
The numbers will be added automatically.3.
You cannot customize formats or start
numbers in the free web version.

Troubleshooting Common
Page Numbering Issues

Even  experienced  users  occasionally  run  into
hiccups. Here are solutions to the most frequent
problems.

Page Numbers Not Showing on All
Pages

If some pages lack numbers, check whether you
have  Different  First  Page  enabled
unintentionally,  or  whether  you  have  section
breaks with different settings. Also ensure that the
header  or  footer  is  not  empty  on  subsequent
sections.
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Page Numbers Starting Over or Wrong
Numbers

This  usually  occurs  when  you  have  multiple
sections  and  Link  to  Previous  is  toggled
incorrectly.  Verify  each  section  is  set  to  start
numbering  at  the  correct  number,  and  that
sections  are  properly  unlinked  if  you  want
independent  numbering.

Page Number Shifting or Overlapping
with Content

If the page number overlaps your text, you may
need to adjust the header or footer margins. Go to
Layout  >  Margins  >  Custom  Margins  and
increase the top or bottom margin, or manually
adjust  the  header/footer  size  in  the  Header  &
Footer tab.

Page Numbers Not Updating
Automatically

Normally,  page numbers  update  as  you add or
delete pages. If they seem stuck, try pressing Ctrl
+ A to select all, then press F9 to update all fields.
Alternatively, close and reopen the document.

Best Practices for



Professional Page
Numbering

To  ensure  your  document  looks  polished  and
functions well, keep these tips in mind:

Plan ahead: Decide where you want page
numbers before you begin formatting.
Backtracking can be messy.
Use section breaks wisely: Each distinct
part of your document (cover page, table of
contents, chapters, appendices) can have its
own numbering scheme.
Avoid manual numbers: Never type page
numbers manually. Always use the
automatic feature. Manual numbers break as
soon as you edit the document.
Keep it simple: For most business and
academic documents, a simple centered or
right-aligned Arabic numeral at the bottom
of the page is the safest choice.
Test your output: Always preview your
document in Print Layout view and, if
possible, generate a PDF to verify that page
numbers appear correctly.

Why Page Numbering Is
More Important Than You
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Think

At  first  glance,  inserting  page  numbers  might
seem like a minor formatting detail. But consider
the perspective of your reader. A long document
without  page numbers is  confusing to navigate,
especially  if  someone  wants  to  refer  to  a  specific
page  during  a  meeting  or  while  editing.  Page
numbers  also  enable  cross-references,  table  of
contents  updates,  and  indexes  to  function
correctly.  Furthermore,  when  you  print  a
document,  page  numbers  help  you  reassemble
pages if they get out of order. In short, mastering
how to insert page numbers in Word  is not
just  about  aesthetics—it  is  about  usability,
professionalism,  and  respect  for  your  audience.

Final Thoughts on Page
Numbering in Microsoft
Word

From  quick  one-click  solutions  to  multi-section
manuscripts  with  Roman  numerals,  Word  offers  a
flexible set of tools for page numbering. The key


