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Changing Page to Landscape Orientation

The following guide will help you orient your page to be in a landscape orientation and

keep your pagination.

Insert Section Breaks

1. Press CTRL + Shift + 8 (Command + Shift + 8 on Mac to display formatting
symbols, including page and section breaks.
a. Note: You may need to remove existing page breaks before proceeding.
Find where you want to insert the landscape page.
Insert a section break before the landscape page
a. Navigate to the page before the one you want in landscape orientation.
b. Place your cursor at the end of that page.
c. Go to the Layout tab on the toolbar.
d

Click Breaks — under Section Breaks, choose Next Page.
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Indicate that the text following the column
break will begin in the next celumn,

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

Section Breaks

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.

—2=| EvenPage
Insert a section break and start the new

-

section on the next even-numbered page.
=1= Odd Page
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4. Insert a section break after the landscape page

a. Place your cursor at the end of the landscape page.

b. Again, go to Layout > Breaks > Next Page.

Change Page Orientation to Landscape

1. Click anywhere on the blank page you want to set to landscape.

2. Go to ‘Layout’ tab on the toolbar.
3. Go to ‘Orientation’ and select Landscape.
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Fix Page Numbering
When you insert section breaks for landscape pages, Word may restart page numbering
at “1.” To correct this:

1. Double click the footer on the first page after the section break (page 1 at the

bottom of the landscape page)



2. In the Header and Footer tools, click ‘Page Number’ and then ‘Format Page
Numbers’
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3. In the pop-up window select “Continue from previous section’
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4. Select Ok
5. Repeat this process on the next section break (usually the page following the
landscape page).
a. Note: You typically need to fix page numbers twice per landscape page,

once before and once after.



Review Pagination

After orienting your page, ensure the following:

e Page numbers appear at the bottom of each page.

e Figures and tables are fully contained within the page margins.

e Pagination is consistent and chronological across all pages—before, during, and
after—with no missing or duplicated page numbers.
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