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4.5: Headers and Footers

Learning Objectives

o Insert text into header and footer.

Headers and footers are the top and bottom sections of the document respectively. They are separate sections from the main document, and are often used
to hold footnotes, page numbers, titles, and other information.

The header and footer controls are in the Header & Footer group of the Insert tab. (Insert>Header & Footer)
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The Header and Footer options each contain a dropdown menu. Click one of the Built-in options to insert it, or select Edit Header (or Edit Footer) to edit

the header (or footer).
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The header/footer will be represented by a dotted line. While in header/footer mode (when the dotted lines are visible), you cannot edit the main text. You
can go back to editing the main text by selecting the Close Header and Footer option on the right side of the ribbon.

H &- s Document] - Word Hea.. Signin
File Home Inset Design Llayout References Mailings Review View Design Q Tell me
[ Header~ F I:i [E Quick Parts~ Ll Eiy /o5 - a
=] <
[ Foater - O [2 Pictures b NS -
Date & Document : X Goto Goto Options Close Header
[2] Page Number~ ' Time  Info- '8 Online Pictures Header Footer - and Footer
Header & Footer Insert MNavigation Position Close ~
[[Header | Mimnrr Bosrme (e A T
New RowanGo App
Want great savings on the go? The new RowanGo app is free and available on i0S and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers
Header
technelogical innovation and focus on interoperability emerging as prominent trends by 2018
In developing countries, mobile payment solutions have been deployed as a means of extending
financial services to communities known as the “unbanked” or "underbanked,” which are estimated to
Pagelof2 729words [J% B2 s = 1 + 90%
Footer

https://biz.libretexts.



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46471?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/04%3A_Microsoft_Word_Intermediate_Skills/4.05%3A_Headers_and_Footers

LibreTextsw

The information in the header or footer is repeated in every header or footer in the document.
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Report “Half the World is Unbanked.”
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Page Numbers

You can number the pages in your document automatically in the header/footer options with the Page Number option.
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Choose a location on the page by going to the Top of Page,
Bottom of Page, Page Margins, or Current Position options and selecting an alignment. (Current Position refers to where the cursor is located.)
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The page number will be repeated on every page in the header or footer, but the number will change to reflect the appropriate page number. You can also
change the way the pages are numbered by going to the Format Page Numbers option.
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