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Introduction

Headers and footers are areas in the top and bottom of a
that may be used to insert items such as page numbers, t
of the author and the date and time.

1. Open the document.

2. Clickthe Insert tab on the Ribbon and then click t
button within the ~ Header & Footer group.

3. Click Blank from the top of the gallery window (Fig

you want to create a header or footer from scratch, you would

click Edit Header or Edit Footer atthe bottom
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4. You will be taken into the header area and the document text becomes dimmed. Notice the

Design contextual tab that will appear in the ribbon (Fig 2, 1). This tab is used to customize the
header.

Figure 2
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5. In the content control which reads [Type text] (Fig 3, 1), type any text you wish to appear in
the header area (Fig 3, 2).
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6. Pressthe TAB key twice on your keyboard. The header area has two predefined tab stops, one at
3.250 and one at 6.50. You will be resting at the 6.

7. Onthe Design contextual tab, in the Insert group, clickthe Date & Time  button (Fig 4, 1). The
Date and Time dialog box will appear (Fig 4, 2). Choose a format for your date by clicking on it
(Fig 4, 3). If you would like the date to Update automatically each time the document is
opened, click beside that option in the dialog box (Fig 4, 4).

8. Click OK (Fig 4, 5). The date will appear in the header area.
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9.

Inthe Navigation  group onthe Design contextual tab, Figure 5

clickthe Goto Footer  button (Fig 5, 1). You cursor will now " \ = = i i

be inthe Footer area of the document. SRS ey
10. Onthe Design contextual tab, inthe  Header & Footer \Gi:\tso =I) Mext Section

group, click the  Page Number  button (Fig 6, 1). Header Footer ¥ Link to Previous
11. Select Bottom of Page (Fig 6, 2). A gallery will appear. [ Mavigation J
12. Notice the scroll bars  on the right of the gallery. Using the

scroll bar, move to the option of your choice and click on it (Fig 6, 3). We will choose Bold

Numbers 2 (Fig 6, 4) for this example.
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13. Observe the footer area.
14. Click the Close Header and Footer button (Fig 7, 1) in the Close group onthe Design

contextual tab.
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Create Different Headers or Footers in each Section or Chapter

If your document is not divided into sections, you can insert section breaks where you want the
header or footer to vary. If you need more information on section breaks, please see the self -help
document entitted ~ Word 2007 Creating Section Breaks

1. Starting at the beginning of the document, place the cursor at the beginning of the page where
you want to start varying the header or footer.

2. Click the Page Layout tab on the Ribbon. In the Page Setup  group, click Breaks . Under
Section Breaks , click Next Page (Fig 1, 1).

Figure 1
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3. Place the cursor at the beginning of the next page where you want to vary the header or footer,
such as the first page of a new chapter.

4. Onthe Page Layout tab,inthe Page Setup group, click Breaks .Under Section Breaks |, click
Next Page . Repeat steps 3 and 4 for every section break that you want in the document.



http://www.towson.edu/adminfinance/ots/Training/documentation/Word2007/Word_2007_CreatingSectionBreaks.pdf
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Use a Document's Section Breaks to Vary the Header or Footer

1.

After your document is divided into sections, you can use the section breaks to configure headers
and footers.

Starting at the beginning of the document, click in the first section for which you want to vary
the header or footer.

Click the Insert tab on the Ribbon. In the Header & Footer group, click Header or Footer .
Click Edit Header or Edit Footer  (Fig 2, 1) at the bottom of the gallery.

Figure 2

Onthe Design contextual tab, in the Navigation  group, click the  Link to Previous (Fig 3,1)
button to break the connection between the header and/or footer in this section and the previous
section.

Change the existing header or footer, or create a new header or footer for this section.

Inthe Navigation  group of the Design tab, click Next Section (Fig 3, 2) to move the cursor to
the header or footer of the next section.

On the Headers & Footers tab, inthe Navigation  group, click the Link to Previous button
(Fig 3, 1) to break the connection between the header or footer in this section and the previous
section.
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