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Word 2000/XP: Headersand Footers

1. We are now going to insert headers and footers into a Word Ao —Me oottt
document. D |E o
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2. Click VIEW > HEADER AND FOOTER located on the é Brirk Layout
standard menu bar. o Qutine
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3. When the header/footer dialog box comes up, you will default to
header (top of the page). Y ou should see your flashing vertical
cursor indicator at the left edge of the box.
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4. Typeyour name and hit the TAB key onetime.
[
5. Now, we are going to insert the current date. Click on the @ B0 G
INSERT DATE button. It is the 4th button on the toolbar; it looks b

like a7 with an 8 behind it. Insert Date

B 6. Hit your TAB key onetime and click on the INSERT PAGE

NUMBER button on the toolbar. You will now have a page number.

Insert Page Numl:ner|

NOTE: Do NOT type page numbers. Let Word 2000/ XP enter the numbers for you.

7. Click the SWITCH button (3" from the right side of the
header/footer box) to switch from header (top of page) to
footer (bottom of page).
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8. Click the AUTOTEXT button and click the FILENAM E submenu
option.
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9. Congratulations! Y ou have now learned how to create customized
headers and footers—useful little rascals!

Last saved by
Page ¥ of ¥

Inzett AukoText =

Author(s):
Marsha Cummings, Winona Junior High School, Winona, MS
C-R-E-A-T-Efor Mississippi Staff

Page1of 1 C-R-E-A-T-E for Mississippi Revised 02-25-02
Copyright ©2002. All rightsreserved.
This document may be copied and distributed for nonprofit educational purposes only
provided that credit is given to C-R-E-A-T-E for Mississippi.



