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Microsoft Office Productivity Suite
Lesson: April 10th

Learning Target:
Students will learn how to add and modify page numbers in
Microsoft Word and Google Docs
Let’s Get Started:
If you are using a computer with Microsoft Office,
click here (Go to slide 2)
If you are using a computer without Microsoft Office,
click here (Go to slide 11)
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Headers and Footers with
Microsoft Office Word

Watch Video: Click Here



https://youtu.be/lNdjuIYuB3o
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Introduction

The header is a section of the document that appears in the top margin, while the footer is a
section of the document that appears in the bottom margin. Headers and footers generally
contain additional information such as page numbers, dates, an author's name, and footnotes,
which can help keep longer documents organized and make them easier to read. Text entered in
the header or footer will appear on each page of the document.
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Practice: 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.

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.

3. Type the desired information into the header or
footer. In our example, we'll type the author's name and
the date.

Willa Fisher
127112013

nnnnnn

4. When you're finished, click Close Header and
Footer. You can also press the Esc key.

Different First Page ' Header from Top: 5 -
Different Odd & Even Pages '+ Footer from Bottom: 0.5 -
_ S X Close
. Show Document Text 12} Insert Alignment Tab and Footer

Oplions Position Close ~

5. The header or footer text will appear.

Andrew Lytle at The Sewanee Review
Atop Monteagle Mountain at the University of the South in Sev

office of The Sewanee Review. Founded in 1892, the Sewaree Review
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Practice: 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.

File ome nsent oime
1)
B Cover Puy "—} 1
Black Pagy : z ot
Tatie  Peturm Oeline Shazen - Whipeda  Onine  Links
Wy Add i+ P
= Page 2rexe Fictures o Screenshot v e Vdeo  ”

Peges aties allitiors Add-ms Medu Commenls  Hzader & Food

2. In the menu that appears, select the desired preset
header or footer.
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Practice: Insert a Preset Header or Footer (Cont.)

3. The header or footer will appear. Many preset 4. To edit a Content Control field, click it and type the
headers and footers contain text placeholders called desired information.

Content Control fields. These fields are good for adding

information like the document title, author's name, date,

and page number.

------

5. When you're finished, click Close Header and
Footer. You can also press the Esc key.

Different First Page _;+ Header from Top: 0.5* .
Different Odd & Even Pages 't Footer from Bottom: 0.5° a
Close er

v Show Document Text F“ Insert Alignment Tab and Footer

Options Position Close ~
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Inserting 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.
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Practice: Insert Date/Time Into Header or Footer

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.

| Andrew Lytle at The Sewanee Review

[esger | Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South 1n Sewane
office of The Sewanee Review. Founded 1n 1892, the anee Review (SR)

1ssue, distinguishung 1t as the oldest continuously published quarterly revier

2. The Design tab will appear. Click the Date
& Time command.

Word2016_HeadersFooters_Practice - Word

Layout References Mailings Review View
el [ | [ #] | ClePrevious Different First Pag
: = | | -2 L
. =l _ LG o Ly Next Different Odd & E
Date & Document Quick Pictures Online Goto Goto ) |
Tnme[} Info~  Pants~ Pictures Header Footer nkto Previous ) Show Document
J Insent Nawvigation Options

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.
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Practice: Insert Date/Time Into Header or Footer

5. Click OK.

Date and Time

Avallable formats:

112721715

|Monday, December 21, 2015
127212015

2015-12-21

21.Dec-15

122115

Dec. 21,15

|21 December 2015
|December 15

3:23:35PM
15:23
15:23:35

Set As Default

Language
English (United States)

Zi\;ib'datenimoﬁa‘hca}&)

~

6. The date will appear in the header.

| Andrew Lytle at The Sewanee Review
December 21, 2015

Header

un at the University of the South 1n Ses

fice of The Sewanee Review. Founded in 1892, t

$o Caniinnos T ansian R
he Sewanee Review (SR)

issue, distinguishing it as the oldest continuously published quarterly reviey
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CHALLENGE!

Open a blank word document
Double click in the header area
Choose Align Right on the Home tab and type your name

Below your name, use the Date & Time command on the Header & Footer Tools Design tab and
insert the date using whatever format you want.

In the footer section, insert the preset footer Grid.
Close the header and footer.
When you're finished, your page should look something like this:

Bowpnp =

NS o

Jane Doe

Header Footer
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Headers and Footers with
Google Docs

Watch Video: Click Here



https://youtu.be/V1PVHvKMXKE

N
("5; GCFGlobal ,:g“‘" GCF

Introduction

You can modify the layout of your document by utilizing the header and footer sections and inserting
page breaks. Headers and footers usually contain additional information like page number, date,
document name, and footnotes. Page breaks and horizontal lines create separation in the text and

can increase readability.

In this lesson, you'll learn how to insert and edit headers, footers, and footnotes, and you'll also learn

how to insert page breaks and horizontal lines.
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Practice: Create a header or footer

The header is a section of the document that appears in

the top margin, while the footer is a section of the
document that appears in the bottom margin. Text
entered in the header or footer will appear on each

page of the document.

1.  Click Insert, then select either Header or Footer

from the drop-down menu.

Green Valley Newsletter |
File Edt View  Insen Format Tools Table Add-on

& e AP O Image

©o Link

B Comment

Footnote

Q Special characters

— Horizontal fine

Page number

Page count

3 Page break

Header . Cti+Alt+0 Cir+Alt+H

fm
Foater

Bookmark

Table of contents

S cuivanso Cuiean

2. Depending on your selection, the insertion point will

relocate to either the top or bottom margin of the page.

Green Valley Newsletter i
File Edit View Insert Format Tools Table Add-ons Help  All changes
& e~ P q00% - MNormaltext - DroidSans - 10 - B

Difere

“Green Valley

JUNE 2016 VOLUNTEER NEWSLETTER

3. Type the desired text. When you're finished, press the
Esc key on your keyboard to close the header or footer.

Green Valley Newsletter |
File Edit View Insen Format Tools Table Addons Help Lasteditwa

& e~ P q00% - Normaltext - Droid Sans - n - B

JUNE 2016 VOLUNTEER NEWSLETTER
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Practice: 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.

File ome nsent oime
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2. In the menu that appears, select the desired preset
header or footer.
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Formatting Text in a Header or Footer

To format text in headers and footers, you can use many of the same formatting options that are
available to format text in the body of your document. You can align the text, modify the font style
and size, and add bolding, italics, and underlining.

Green Valley Newsletter &3]
File Edit View Insen Format Tools Table Add-ons Help Al changes
= I alie | ? 100% - Normaltext - Droid Sans - 10 ol

Green Valley Animal Rescue
Volunteer Newsletter

G Valley

JUNE 2016 VOLUNTEER NEWSLETTER
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Google Docs can automatically label each page with a
page number and place it in a header or footer. If you
want to display the word Page as part of the page
number, you will need to type Page at the desired
location in the header.

1.  Select the document's header or footer.
2. Place the insertion point where you want the
page number to appear. Type the word Page if

you want.
Green Valley Newsletter =]
File Edit View Insent Format Tools Table Add-ons Help All changes
& e ~ P 400% - MNormaltest - DroidSans - 1@ - B

Green Valley Animal Rescue
\ nteer Newsletter
Page|

JUNE 2016 VOLUNTEER NEWSLETTER

Inserting a page number into a header or footer:

3. Click Insert and hover the mouse over Page number,
then select Top of page or Bottom of page.

Green Valley Newsletter =
File Edit View Inset Format Tools Table Add-ons Help All changes savec

S e~ P [ Image B - 1. B 7
e Link

2scue

Q Special characters ER NEWSLETTER

Horizontal line

B Drawing
[i] Chart
Table

H Comment

Page number

Gl |

Header Cul+AI+0 C

4. The page number will appear.

Green Valley Newsletter |
File Edt View Insen Fomat Tools Table Addons Help Al change

B~ T g% - Nomaltext - DrodSws - 1 B

breen Va”ey

JUNE 21
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CHALLENGE!

1. Open a blank Google document

2. Double click in the header area

3. Choose Align Right and type your name

4. Double click in the footer section, align right, and use the Page Number command under the Insert
option on your tool bar and insert the page number using whatever format you want.

5. Close the header and footer.

6. When you're finished, your page should look something like this:

Jane Doe

Header Footer



