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Mac Guide: Microsoft Word 2016
Word Count

Word Count

Counting the number of words in your document

Microsoft Word can count the number of words in your document while you type and can also count the following;

e Pages
e Paragraphs
e Lines

e Characters, including or excluding the spaces

Count the words as you type

When you type in a document, Word automatically counts the number of pages and words in your document and
displays them on the status bar at the bottom of the workspace.
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Count the words in a sentence or paragraph

You can count the number of words in selected text rather than all of the words in your document.
Select the text you want to count.

Inserting Page Numbers: Different Page Numbers in One Document

You may want to set out an essay with two different number styles. In academic essays Roman numerals start
after the title page until the body of the essay begins. For example this may include an abstract, table of
contents, executive summary etc.. Arabic numbers start from the main body of the essay. To achieve this you
will need to use section breaks in your document. Change the number format in the Page Number Format
window.

It is easier to tackle the Page Layout first and create the section breaks in your document before you add the
text,

Turn the show/hide button on, this shows paragraph marks and other hidden (will not show on your printed
document) formatting symbols, this will show your section breaks clearly.

The status bar shows you the number of words in the selection.

126 of 4865 Words

126 of 4865 means that the selected text accounts for 126 words out of a total number of words in your document,
4865.
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NB. If you have multiple paragraphs within your document you want to count, hold the Command key down on the
keyboard and select these paragraphs using your mouse. It will show your word count just for these paragraphs.
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