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Add Page Numbers in Word 2010

Step 1 - Click the Insert tab, and click the Page Number button
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You can easily change the formatting of selected text in the document text by choosing a
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Step 2 - Bottom of Page
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Format Page Numbers

Header & Footer Buttons

Inserttab Close Header and Footer
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Remove Page Numbers

* Step 1 - Click Insert tab-> click Page Number button> Remove Page

Numbers
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Insert Page Breaks in Word 2010

» Step 1 - Click the Insert tab—>click the Page Break button—>Pages group.
Page Break Button
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. me Ctrl + Enter keys
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Insert Blank Pages in Word 2010

* Stepl- Click the Insert tab—>click the Blank Page button

available in the Pages group.
Blank Page Button
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Word inserts a new blank page and moves all the text after the page break

onto a new page.
Blank Page Button

Insert tab
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Delete Blank Pages

* Step 1 - Click the Home tab, and click the Show/Hide ] paragraph
e Step 2 - Page Break mark available on the blank page and press the Delete
Key
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Page Orientation in Word 2010
e Step 1 - Click the Page Layout tab, and click the Orientation button

Orientation Button
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cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choosing a
lock for the selected text from the Quick Styles gallery on the Home tab. You can also format
g text directly by using the other controls on the Home tab. Most controls offer a choice of

- using the look from the current theme or using a format that vou specify directly.
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Step 2 - page is already in portrait orientation, we will
click the Landscape

Page Orientation : Landscape
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