How to set up a landscape page section:
	
	Task
	Steps

	1
	Set Section Breaks
	Insert/Break/Section/Next page
Insert two section breaks, with an “enter” between them.
Change View to Normal for this step.

	2
	“Landscape” the new section 
	Return to View/Print Layout for the following steps.
Place cursor between the two section breaks,
Then use File/Page Setup/Landscape/Okay to change orientation of this section.

	3
	Modify Headers and Footers
	Go to View/Header and Footer
In both the landscaped section and the following section, Un-click the “Same as Previous” function in both headers and footers. See those words disappear from header and footer margin line.
This isolates the headers and footers from the previous and following sections, so that the formatting changes needed here do not affect those portrait oriented sections. 

	4
	Modify the Page numbering to ensure accuracy and continuity of numbering
	Locate cursor in new landscape section.
Go to View/Header and Footer
Choose Insert/Page Number
Check to ensure that “Show number on first page” is ticked, and that in Format…/ Page Numbering is “continuous from previous section”, and definitely NOT “begin at Page 1”.

	5
	Ensure the “Text Direction” tool is available
	Check the Format menu list, including below the downward pointing double arrow head, to see if “Text Direction” is on the list.  
If not, go to Tools/Customize/Commands/Format to scroll down through the “Command” list to find the “Change Text Direction” icon. 
Drag the Text Direction icon to your tool bar above.

	6
	Rotate the Page Number
	Page numbers are inside text boxes.  All text boxes can be rotated.
go to View/Header and Footer, and change to where you have located the page number (in the header or footer). 
Click on the page number so that the diagonally stripped box around it appears. 
Click on the diagonal box so that it is highlighted. 
Go to Format/Text Direction. Choose the correct orientation as illustrated (top to the right, bottom to the left)/Okay.

	7
	Drag the page number.
	Click on the page number text box again. Move the cursor so that a four-pointed arrow symbol appears, which means you are ready to drag it.
Drag the text box to the correct location on the side of the landscape page which corresponds to your page number location on portrait oriented pages.
Adjust this visually. This may take several tries, and it may require printing out two pages to be able to compare them.

	
	If all else fails…
	Copy the entire section, below, from and including the first paragraph mark, both page breaks, to and including the end paragraph mark
Then paste it into your own document. 
Adjust the Page number location and font to be consistent with your own document style.


Note: To make Table headings repeat on following pages:

1. Select the heading row or rows. The selection must include the first row of the table. 

2. On the Table menu, click Heading Rows Repeat. 

3. Microsoft Word automatically repeats table headings on new pages that result from automatic page breaks. Word does not repeat a heading if you insert a manual page break within a table. 

. 

Insert your contents here

PAGE  
1

