How to Insert a Page #

° Click on Insert

) Click on Page number and the first option on top left (page number on each upper
right hand corner)

° Position cursor in front of page number and hit return once or twice to be sure the
page number doesn't get cut off when you print

° Type your last name in front of the page number

° Change the font to Times New Roman 12

ocument
Jiew Insert Format Tools Table Add-ons Help

T [al Image... -l -|B T uA-|oo
S2 Llink... Ctrl+K
T* Equation...
H Drawing...

IEI Chart -

Tahle v

Footnote Ctrl+AI+HF

Q special characters...

— Horizontal line

Page number -

Page count !

[ Page break Ctrl+Enter
Header Ctri+Alt+0 Cirl+Alt+H

1 2 1
Footer Ctrl+Alt+0 Cerl+Alt+F

Bookmark



