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How to do a Header/Footer in Word
Directions:  The steps listed below show you how to insert a footer at the bottom of a page or a header at the top of a page.  Notice that the bottom of this page has a sample footer showing the name, Lesson and page #, and file name.  Footers (or headers) must have these three items in order to give you proper credit for the work.
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How to Insert a Footer 
1.  You must first do a “Save as” BEFORE you insert a footer at the bottom of your document.  Otherwise, your document will have the default file name of “Document 1” or whatever document number shown after the word Document.

2.  Click the Insert tab and in the Header & Footer group, click the Footer button.

3.  Click the second choice, Blank (Three Columns).  The footer will open at the bottom of your document.
4.  Notice that the Header/Footer Tools/Design tab is shown at the top of your screen.  This tab (aka a Contextual tab appears only if something is inserted OR selected).
5.  Left-click inside the first section [Type text], and type your full name.  Be sure you click inside the Type text box.
6.  Left-click inside the center section [Type text], and type your lesson identification and page number.

i.e. Skills Review, pg 3


i.e. Ex 1-21, pg 4

7.  Left-click inside the right section.  In this right section, you will be inserting a file name by doing the following steps:

a.  On the Insert tab, in the Text group, click Quick Parts.

b.  Click Field.


C.  In the Categories box, click Document Information.

d.  Under Field names: click File Name.



e.  Click OK.  The file name will be automatically inserted in the right section.
8.  In the Close group at the top of your screen on the right-hand side, click Close Header and Footer.
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How to Insert a Header 
1.  Follow step 1 above to do a “Save as” BEFORE you insert a header at the top of your document.
2.  Follow step 2 above except click the Header button.
3.  Follow step 3 above and the header will open at the top of your document.
4.  Follow steps 4 – 8 above.
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(i.e.) Ex 10-13, pg 303  
Insert the File name here


