
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 
 

 

 


