To create a header or footer:

In our example, we want to display the author's name at the top of each page, so we'll place it in the header.

1. Double-click anywhere on the top or bottom margin of your document. In our example, we'll double-click
the top margin.
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2. The header or footer will open, and a Design tab will appear on the right side of the Ribbon. The insertion
point will appear in the header or footer.
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3. Type the desired information into the header or footer. In our example, we'll type the author's name.
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4. When you're finished, click Close Header and Footer. Alternatively, you can press the Esc key.
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5. The header or footer text will appear.
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To insert a preset header or footer:

Word has a variety of preset headers and footers you can use to enhance your document's design and layout. In
our example, we'll add a preset header to our document.

1. Select the Insert tab, then click the Header or Footer command. In our example, we'll click the Header
command.
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2. In the menu that appears, select the desired preset header or footer. In our example, we'll select a header.
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3. The header or footer will appear. Preset headers and footers contain placeholders for information such as
the title or date; they are known as Content Control fields.
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4. To edit a Content Control field, click it and type the desired information.
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5. When you're finished, click Close Header and Footer. Alternatively, you can press the Esc key.
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If you want to delete a Content Control field, right-click it and select Remove Content Control from the

menu that appears.
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Editing headers and footers

After you close the header or footer, it will still be visible, but it will be locked. Simply double-click a header or
footer to unlock it, which will allow you to edit it.
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Design tab options

When your document's header and footer are unlocked, the Design tab will appear on the right side of the Ribbon,



giving you various editing options:

« Hide the first-page header and footer: For some documents, you may not want the first page to show the
header and footer, like if you have a cover page and want to start the page numbering on the second page. If
you want to hide the first page header and footer, check the box next to Different First Page.
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« Remove the header: If you want to remove all information contained in the header, click the Header
command and select Remove Header from the menu that appears.

FILE HOME INSERT DESIGM PAGE LAYOUT REFER
[ Header = [z [% [E Quick Parts - =

Built-in
Elank

L

[Mpe: v

Blank (Three Columns)

[Tipee benc] [Type heee] [T rc]

Austin

[l Gtk

Grid

[Eocement: titles Dater|

lﬁ Muaore Headers from Office.com »
[  Edit Header

E;( Remove Header b

[h Save Selection to Header Gallen

Q

» Remove the footer: If you want to remove all information contained in the footer, click the Footer
command and select Remove Footer from the menu that appears.
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« Additional options: With the Page Number command and the commands available in the Insert group, you
can add page numbers, the date and time, pictures, and more to your header or footer.
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To insert the date or time into a header or footer:

Sometimes it's helpful to include the date or time in the header or footer. For example, you may want your
document to show the date when it was created.

On the other hand, you may want to show the date when it was printed, which you can do by setting it to update

automatically. This is useful if you frequently update and print a document because you'll always be able to tell
which version is the most recent.

1. Double-click anywhere on the header or footer to unlock it. Place the insertion point where you want the
date or time to appear. In our example, we'll place the insertion point on the line below the author's name.

Place the insertion
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2. The Design tab will appear. Click the Date & Time command.
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Cuuickly add the current date or
time.

3. The Date and Time dialog box will appear. Select the desired date or time format.

4. Check the box next to Update Automatically if you want the date to change every time you open the
document. If you don't want the date to change, leave this option unchecked.

5. Click OK.

Available formats: Language:

3/25/2013 English (United States) |w
Monday, March 25 2013 g [ ]
March 25, 2013
3/25/M13

2013-03-25

25-Mar-13

3.25.2013

Mar. 25, 13

25 March 2013
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Mar-13

3/25/2013 1:16 PM
3/25/2013 1:1&56 PM
1:16 PM

1:16:56 PM

1316

131656

[v]:Update automatically:

Set As Default

6. The date will appear in the header.
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Adding page numbers
Word can automatically label each page with a page number and place it in a header, footer, or side margin. When
you need to number some pages differently, Word allows you to restart page numbering.

To add page numbers to a document:

In our example, we'll add page numbering to our document's footer.

1. Double-click anywhere on the header or footer to unlock it. If you don't already have a header or footer,
you can double-click near the top or bottom of the page. The Design tab will appear on the right side of the
Ribbon.
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collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama, Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

2. Click the Page Number command. In the menu that appears, hover the mouse over Current Position and
select the desired page numbering style.
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collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studving
Iiterature and history to attend the Yale School of Drama. Lytle's interests remained primanly

southern, however, and in 1930 he contributed his first major essay to the

4. To edit the font, font size, and alignment of page numbers, select a page number and click the Home tab.
Word's text formatting options will appear.
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5. When you're finished, press the Esc key. The page numbering will be formatted.
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collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studving
literature and history to attend the Yale School of Drama. Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

Alternatively, you can add page numbers to the header or footer by clicking the Page Number command

and then selecting Top of Page or Bottom of Page. If you have an existing header or footer, it will be
removed and replaced with the page number.
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To restart page numbering:

Word allows you to restart page numbering on any page of your document. You can do this by inserting a section
break and then selecting the number you want to restart the numbering with. In our example, we'll restart the page

numbering for our document's Works Cited section.

1. Place the insertion point at the top of the page you want to restart page numbering for. If there is text on

the page, place the insertion point at the beginning of the text.
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2. Select the Page Layout tab, then click the Breaks command. Select Next Page from the drop-down menu
that appears.
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3. A section break will be added to the document.

4. Double-click the header or footer that contains the page number you want to restart.
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Lytle, Andrew. “Forward to A Novel, A Novella, and Four Stories.” The Hero With the Private

Parts, Baton Rouge: LSU Press, 1966. 193-201.
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5. Click the Page Number command. In the menu that appears, select Format Page Numbers.
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6. A dialog box will appear. Click the Start at: button. By default, it will start at 1. If you want, you can change
the number.

7. Click OK.

Mumber format: |1, 2, 3, ...

|:| Include chapter number

Chapter starts with style: |Heading 1 W

Use separator: - [(hyphen) @+

Examples: 11, 1-A

Page numbering

8. The page numbering will restart.
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To learn more about adding section breaks to your document, visit our lesson on Breaks.

Challenge!

1. Create a new Word document. If you want, you can use our practice document.

2. Create a blank header. If you're using the example, unlock the header.

3. Add a name to the header. If you're using the example, type the name Tom Shelby after Professor.

4. Try inserting a preset header or footer.

5. Add today's date to the header. If you're using the example, add today's date below Professor Tom Shelby.

6. Try adding a page number to the footer. If you're using the example, add a page number to the bottom of
the page.
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