
Pagination of your thesis as a single document  

(Word 2007) 
(Hint: This process may be easier if you click the “¶” button under the “Home” tab and 

“Paragraph” section.  This will allow you to see your section breaks more easily.) 
 

1) Start with the preliminary pages and body of the thesis in one file and do not put a page 
break between these two portions.  
 

2) Place the cursor at the end of your preliminary pages, go to the “Page Layout” tab and click 
on the “Breaks” dropdown arrow in the “Page Setup” section. 
 

3) Under the “Section Breaks” 
select the “Next Page” break.  
 

4) Put your cursor back at the 
end of your preliminary pages, 
click on the “Insert” tab and 
then click on the “Page 
Number” dropdown arrow in 
the “Header and Footer” 
section. (If not already 
showing, select page numbers 
centered at the bottom of the 
page.) 
 

5) In the dropdown box for page number, select “Format Page Numbers...”  
 

6) Change the number format to 
lower-case roman numerals 
and click “ok”. 

 
 
 
 
 
 
 



7) Under the “Insert” tab, click 
the “Footer” dropdown arrow 
and select “Edit Footer.”  The 
“Header and Footer Tools – 
Design” tab will open.  Check 
the “Different First Page” 
checkbox in the “Options” 
section.  (This will remove the 
first page footer.) 

 
8) Now place your cursor on the 

first page of the body of your 
thesis.  You may need to first 
double-click on the document to get out of the editing footnotes mode. 
 

9) Click on the “Insert” tab and then click on the “Page Number” dropdown arrow in the 
“Header and Footer” section. 
 

10) In the dropdown box, select 
“Format Page Numbers...” 
 

11) Change the number format to 
plain numbers (1,2,3…).  
Under the “Page Numbering” 
header in that same dialog 
box select the “Start at:” circle 
and make sure you are 
starting with page 1. 

  


