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      The Easy Word Essentials 2019 series of books is designed for those users who just want to learn one specific topic rather than have a more general introduction to Microsoft Word 2019, which is provided in Word 2019 Beginner and Word 2019 Intermediate.

      Each book in this series covers one specific topic such as formatting, tables, or track changes.

      I’m going to assume in these books that you have a basic understanding of Microsoft Word. However, this book does include an appendix with basic terminology just in case I use a term that isn’t familiar to you or that isn’t used the way you’re used to.

      This entire series of books is written for users of Word 2019. If you have a different version of Word then you might want to read the Easy Word Essentials series instead which is written as a more general approach to learning Microsoft Word.

      For most introductory topics there won’t be much of a difference between the two, but just be aware that this particular series does not worry about compatibility with other versions of Word whereas the more general series does.

      Also, just a reminder that the content of this book is directly pulled from Word 2019 Beginner and/or Word 2019 Intermediate so there may be references in the text that indicate that.

      Alright. Now that the preliminaries are out of the way, let’s dive in with a discussion of page formatting, including how to use breaks and add page numbering, headers, and footers.
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      If you’re going to print a document that is more than one page long, chances are you’ll want to add page numbering to the document as well as maybe a header or footer that includes the document title or your name or both. Let’s talk about how to do that.
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      First, do not ever manually number your pages. Word will do this for you. By letting Word do this, you ensure that the page numbering will still work even when you make edits to the document.

      Nothing worse than putting  a 1 at the bottom of what you think is page one and then deciding to add a title to the document and suddenly there’s a random 1 in the middle of the second page.

      So don’t do that. Please.

      (Says the person who has occasionally been stuck fixing a document where someone did in fact do this. That and the person who manually formatted the text to look like track changes....Took me ages to realize what that person had done. And even longer to fix it. But you’re reading this book so you won’t do that kind of thing, right? Right.)

      To add page numbers to your document, go to the Header & Footer section of the Insert tab which is towards the right-hand side, and click on the arrow next to Page Number.

      This will bring up a dropdown menu that lets you choose where on the page you want your page numbers to display. If you hold your mouse over those options, you can then choose how you want those page numbers to look.
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      Above I’ve held my mouse over Top of Page and you can see the first four options I have to choose from, left, middle, right, and a left-hand accented option. If I scroll down in that list there are actually twenty-five total options to choose from some of which are quite distinctive.

      Click on the choice you want and Word will insert it into the header (for top of page) or footer (for bottom of page). If you choose the page margins options, that is inserted into a standalone text box on the side of the page.

      Current Position will insert the page number where your cursor currently is, so I’d only use that one if you already have a header or footer in your document (or a text box you want to use) and you’re clicked into that space.

      The Format Page Number option in that dropdown can be used to change the numbering format (to small case Roman numerals for example), the starting page number, or to specify that the numbering should or should not continue from a prior section. (This becomes much more relevant when you have sections in your document that require separate numbering. I cover how to create sections in Word 2019 Intermediate.)

      For a basic simple page number using the dropdown menu and choosing one of the defaults should really be all you have to do.
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      Inserting a page number is basically a specialized version of inserting a header or footer. When you insert the page number at the top of the page or the bottom of the page Word creates a space that is separate from your main text and puts the page number there. But you can also put other text into the header or footer like your name or the title of the document.

      Doing so will repeat that text at the top or bottom of the page for the entire document. (Or section if you’re using sections. Also, you can set it up so that alternating pages have different text in them like a book does. But for basic headers and footers it repeats throughout the document.)

      A header goes at the top of your page.

      A footer goes at the bottom of your page.

      To add one, go to the Header & Footer section of the Insert tab and click on the arrow below the one you need (header or footer), and then choose the option that works best for you, just like you did with page numbering.

      Just like with page numbering you will have various pre-formatted options to choose from like these three for the footer:
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      You’re not stuck with the format you choose. For example, with short story submissions, they usually want the header to be in the top right corner. If you choose the Blank header option, that creates a header that’s in the top left corner. But you can simply go to the Home tab and choose to right-align the text in your header and that will put it in the right corner instead.

      After you choose your header or footer option, Word creates a header or footer and inserts [Type here] into the designated spots where you’re supposed to put text.

      To edit that text, just start typing because it will already be highlighted in gray. If it isn’t highlighted in gray, select the text and then start typing.

      Text in your header or footer works just like text in your document. You can use the same options from the Home tab to change your font, font size, color, etc.

      As mentioned above, headers and footers are in a separate area from the main text of your document. If you’re in a header or footer and want to go back to the main document, you can (1) double-click back onto the main body of your document, (2) click on Close Header and Footer in the menu bar which should be showing in the Design tab under Header & Footer Tools, or (3) hit the Esc key on your keyboard.

      If you’re in your main document and want to edit your header or footer, you can (1) double-click on the text in the header or footer, or (2) right-click on the header or footer and choose “Edit Header” or “Edit Footer” from the dropdown.
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      Margins are the white space along the edges of your document. The default margins in Word 2019 are one-inch margins all around which is pretty standard so you probably won’t have to edit this often.

      But if you need to edit your margins, you can go to the Layout tab and under the Page Setup section click on the dropdown under Margins. This will give you the choice of Normal, Narrow, Moderate, Wide, Mirrored, Office 2003 Default, and Custom Margins.

      Mirrored margins are for printed texts where the inside margins are the same for facing pages and the outside margins are the same for facing pages. (As opposed to thinking about the left-hand margin and the right-hand margin which is what you think about with a report or other printed document that is seen one single page at a time.)

      Each option, except Custom Margins, shows what the margins are for that option.
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      Clicking on Custom Margins, will open the Page Setup dialogue box directly onto the Margins tab. You can also open the Page Setup dialogue box to the Margins tab by clicking on the expansion arrow for the Page Setup section.

      This lets you specify a custom value for each margin as well as for the document gutter. (Which matters if you’re printing book-style.) In the Pages section dropdown you can also specify that the margins should be mirrored.
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