Instructions for Pagination and PDFs
As part of the formatting guidelines for the critical and creative theses, we require that page numbers do not appear on the title and table of contents pages. This can be done quickly in Microsoft Word in three easy steps. This quick info sheet will show you how to:  

- insert a section break between the table of contents page and the first page of your creative work
- unlink document footers of these two new sections

- insert page numbers in the new section footers  

Pagination using Word 2007  

(for Word 2003 and earlier see pages 4-6.)
Section Breaks

To create pagination that begins after the first page of the document you must create section breaks for each section you intend to number differently.  You can also create a section without numbers for the title and table of contents pages.  

[image: image1.jpg]= RN ]

. T M,%

In the Page Layout tab open the
"breaks" dropdown menu

Mailings  Review  View

jord

(23 Orientation = #=4Breaks -

Themes

[Gsize - £ Line Numbers -
olumns ~ b~ Hyphenation -
Page Setup. &

) Watermark ~ | Indent
i Page Color -
(0 Page Borders
SRR

Spacing

e

3 CyBringto Front

-\ 2y Send to Back
Position
[ Text Wrapping

Arrange

- I algn -
Biorou

Sk Rotate




[image: image2.jpg]Page Bredks

Page
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around abjects on web
pages, such as caption text from body text.

Section Breaks click here
Next Page

Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Inserta section break and start the new
section on the next even-numbered page.

©Odd Page
Insert a section break and start the new
P32y secion on the next oddnumbered page,





Unlinking the footers

In Word, the default setup links the pages to each of the previous sections.  You must unlink the footers to have page numbers appear only in selected sections.
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Inserting page numbers
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Once you have done this go back into the “page number” dropdown and at the bottom click on “format page numbers…”
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You have now finished the pagination of your thesis.  

Pagination using Word 2003 and earlier  

Insert Section Break 
1. 
Click into the document where you would like to insert the section break. 

2. 
From the menu bar click on Insert. 
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3. 
From the drop-down menu that appears please click on Break. A dialog box will appear. 

4. 
Click on Next page from the list under Section break types. 
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5. 
Click OK. A section break is inserted in the space following your cursor in the document. Anything after that should automatically move to the next page. 

Unlinking Footers 
1. 
In the Menu toolbar, click on View and select Header and Footer. 
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At the top and bottom of every page you will see a rectangular area designated by a dotted-line, which is the designated area for the header and footer. The Header and Footer toolbar window will also pop up.  
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2. 
Put your cursor in the footer box on the first page of your creative work of the manuscript. If you have inserted a section break correctly in the previous steps your footer title should say Footer – Section 2 – (see below) 
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3. From the Header and Footer toolbar click on the Same as Previous button. 
Once you unlink the footer from the previous one you can assign new formatting to the footers from there on. 
Inserting Page Numbers 
1. Click on Insert in the menu bar and select Page Numbers… The Page Numbers window will appear on your screen.  
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2. 
Click on the Format…button. The Page Number Format window will appear on your screen. 
3. 
Click on the number format of your choice from the Number Format drop down menu. 
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4.  Under Page Numbering please select the Start at: radio button and make sure it is set to 1. 5. Click on the OK button. This will close the Page Number Format dialog box.
5. Click on the OK button to insert the page numbers. Make sure you choose centered for the aliment.  Your footer on the first page of your creative work should look similar to this:  
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Saving Your Thesis in Portable Document Format (PDF)
PDF files are created using Adobe Acrobat, or similar programs. This way the file can be opened in a web browser like Internet Explorer using the free Adobe Reader software, whether one uses a Mac or Windows-based computer. 

There are several ways to convert your thesis to a PDF file.

Free PDF Creator - PrimoPDF

One way to convert your completed Creative Manuscript file to PDF is to use PrimoPDF, free software available on the web at http://www.primopdf.com/. You can find directions on how to download, install and use PrimoPDF at http://www.primopdf.com/free-pdf-userguide.asp. Once you have installed the software you can convert your document to PDF from within any application by simply 'printing' to the PrimoPDF printer. To convert your file please follow these directions: 

1. In the document-authoring program of your choice, select File>Print. The Print dialog window appears.

2. Select the PrimoPDF printer from the list of available printers from the Name: field on the top.

3. Click OK. The Create PDF dialog window appears.

4. Enter a name and select a location for the PDF file. 

5. Choose your PDF Settings by clicking on one of the radio buttons. For your manuscript you should choose Print.

6. In the Save As field enter document name.

7. Click OK to save the document as PDF. Once you save your file as a PDF you won’t be able to make changes to it unless you purchase the Adobe Acrobat software mentioned below. 

Adobe Acrobat

You can purchase your own full version of this popular software to create PDF files. View this web page http://www.adobe.com/products/acrobat/matrix.html .
Mac OS X

Macintosh computers running on version 10 operating systems have the ability to create PDF files from most of their application. This means that you can convert your text document directly from the application you are working in. Instead of using the Save As… feature you will have to “print” to a file by clicking on File from the menu bar and then Print from the drop down menu. Within the Print dialog box that appears you will find a button titled Save as PDF. Once you save your file as a PDF you won’t be able to make changes to it unless you purchase the Adobe Acrobat software mentioned above.  

Ask MFAW/WC staff to copy/scan pages to PDF

You can also ask us to convert your thesis for you for a small fee. (Ask Shannon for more information.) 



