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When to Use Landscape Pages

The AU Thesis and Dissertation Formatting Guidelines allow you to reduce the font size in tables and figures to
10 pt. If you have a table or figure that is still too wide for a portrait-oriented page even with the smaller font,
you can use a landscape-oriented page instead. To create a landscape page, follow the steps in this guide.

Section Breaks: A Necessary Component to Landscape Pages

In Microsoft Word, if you want to create different page formatting between pages, such as different styles of
page numbers, different margin widths, or different page orientations, you have to create “Section Break”
between the pages that have different formatting. These breaks are invisible divisions that let you apply
different formatting to different sections. This will be explained in the steps below.

How to Insert Landscape Pages

STEP 1. At the very bottom of the page before your large table or figure, insert a section break:
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STEP 2. Your table or figure should be on the new page you just created. Now, put the cursor below your figure
or table, and then create a second section break after the table. There should now be two new pages, one with
the table or figure on it, and a blank page below it. The three sample pages below show a model of what you

should have at this point:

Move the text up to fill this blank page,
but make sure you do so by putting the
cursor on the blank page and deleting to
bring the text from the next page up. If

your Mac has both a BACKSPACE and a
DELETE key, use the DELETE key to do
this. If you only have a DELETE key, press
the FN key + the DELETE key.

Your text your text
your text. Your
text your text your
text. Your text
your text your text.

1% section break

Big table or figure.

2" section break

f

Newly created
blank page.

The text after your
big table or figure
(if you had any
before making the
section breaks).
Move your text up
to the previous
page as described

in the red box.
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STEP 3. When a new section break is created, by default, the same page-numbering scheme, margin settings,
and page orientation (landscape or portrait) are continued into the new section. The setting that controls this is
Link to Previous. Follow the steps below to turn off Link to Previous on the page with the big table or figure.

2. A new tab will

appear called :
Header and Footer. § E ﬁ 124%:| (Q' Search in Document

mentS

ome » Header and Footer | Layout | Document Elements | Tables | Charts | SmartArt Review | #
Insert : Navigation Options . Position
. Go to Header <][| Previous Section . __| Different First Page | Link to Previous E 0.5
4. Now click Go to Footer to :
T T e frte e Faeher. ® | Go to Footer [l mext Section | Different Odd & Even Pagffs | | Hide Bedy Text [ 0.75
You will notice that “Link to EEEE R EREEEEERE RN 3 Uncheck the Link B
Previous” becomes checked to Previous box. '
again. Uncheck it again.
5. Click Next to move the
cursor to the next section
Header Jection 17-  Close €3 (the second one that you
created). Repeat Steps 1 to
1. Double click in the DR R e o Duration with TV Duration W
header area to open Previous setting from the (Bootstrap Chuster | (Murphy-Topel standard

the header and put
the cursor inside it.

next section. standard emors in
parentheses)”

Wife's yvears of work expenence before mamage
Square

Wife is 2 years or more older than husband
Husbandis 10 vears or more older than wife
Education

Wife a university grad

Husband a university grad

Wife atechnical school, junior college

Husband a technical schoel, junior college grad

Husband's father a university grad

2.l A’z Fotlhox o tanln loal 1 2

(Instructions Continue on Next Page)
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STEP 4. Put the cursor back on the page with the large table or figure, and change the page orientation to
landscape.

OO [7] Document5s

a ) ﬁ @ E & V iafozirl:t:e y ‘\ﬁﬁ' 1T ' D ﬁ 124%: @ (Q' Search in Document
# Home ‘ Layou( D )

Tables | Charts | SmartArt | Review | |~

Page Setup : Text Layout : Page Background : Grid
. 3. Open the om:1 |[H P A= = _ %|=] Line Numbers = é‘ . J :
i Ori tati < — == . . == : :
Orientation  Size rentation menu. L aupis  Direction Columns be Hyphenation ‘Watermark Caolor  Borders : Options :
Portrait = RSN EEEE FENNENNE EEN RN SRR RN RN NN EERN RN SRR RN SN
4. Choose
Landscape.
Table X. Sample Table Too Large to Fit on Portrait Pagel \
Duration model Thagt Duration with IV Duration with IV

(Cluster standard

errors in parentheses) 1. Put the cursor
anywhere on the

Topel standard errors in parentheses)

Wife's years of work experience before mamiage -0.00134 8 8 00100
Square (0.00178) page Wlth the blg 0016)
Wife is 2 years or more older thanhusband -0.101 table or flgU re. 0717
0.0717) 0748)
Husbandis 10 years or more older than wife -0.147 155
(0.0944) (0.182) (0.0978)
Education
Wife a university grad 0.0289 0.0382 0.0382
(0.0594) (0.084T) (0.0491)
Husband a university grad 0.00128 0.0639 0.0639
(0.0463) (0.108) (0.0630)
Wife atechnical school, junior college 0.0248 0.00418 0.00418

Keeping the Landscaped Table or Figure within the Page Margins

Now that the page with the big table or figure is landscaped, turn on the Page Gridlines (Layout—>Grid
Options—>Gridlines) to see where the boundaries are. Your table or figure should fit within the gridded area.

Page Numbers with Landscape Pages

AU allows the option of leaving the page number off landscaped pages. If you want to remove the page number,
just double click in the footer area to open it for editing, highlight the page number, and delete it.

If you decide to include the page number, simply continue the page numbering at the bottom of the page (this
should happen automatically). If you accidentally delete a page number at any point or want to modify them,
see the Page Numbers Instruction Guide for details on how to insert a page number.
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