Headers and Footers in Microsoft Word

South Puget Sound Community College
Student Computing Center
Written by: Chris Dorn

A header is the top margin of each page, and a footer is the bottom margin of each page. Headers
and footers are useful for including material that you want to appear on every page of a document
such as your name, the title of the document, or page numbers. This tutorial explains how to
insert headers and footers, how to have a different header on the first page, and how to create
different headers in different sections.

Inserting Headers and Footers
To insert a header or footer, first go to the Insert tab and select the desired option.
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If you just want to add a simple header such as a title or your last name, you can choose the
first option. This will bring the cursor into the header.

Notice, too, that a new tab appears on the ribbon. This Design tab allows you to change certain
features of the header such as the header position and page number.

@ Workshop 1 sample document.docx - Werd HEADER & FOOTER TOOLS
MAILINGS. REVIEW VIEW DEVELOPER DESIGM

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES
55+ Header from Top:

b - [5l¢ Previous Different First Page
OB @ m E D B . - [
= 15 Next Different Oddl & Even Pages 't Footerfrom Bottom: |0

Close Header

arfar

Header Footer Page  Date & Document Quick Pictures Online  Goto Goto
- ~  MNumber Time Infor Parts+ Pictures Header Footer .: Linkto Previous v Show Document Text [3 msert ARgnment Tab and Footer
Navigation Options Fosition Close

Header & Footer Insert

HS 0m~ @ -
4 5 3 &

L i g 1 2 1y

Design tab

/ [Type here]

You can type here L
Chris Dom

MS Word Formatting Sample

South Puget Sound Community College grew organically out of the educational needs of the
community. In September 1962, the Olympia School District founded the current college as

Once you are in the top (or bottom) margin, you can change the text formatting of the header
(or footer) the same way that you would change formatting in the body of the document.

For instance, if you want to center your header, you can go to the Home tab and select the
center alignment icon in the Paragraph group, as pictured below:

w3 Workshop 1 sample document.docx - Word HEADER & FOOTER TOOLS

FILE @ INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN

2L T aaBbCa AdBbCA AaBbCe Assbcer AQB assbeer

43

'“'D cut TimesNewRo |12 - & A7 Aa- A =i Do E=as 4
poste "';:rl;natpamtsr B I U -sex x A% 4- g@g = 1=- £ | TNormal TNoSpac. Headingl Heading2  Title Subtitle =
Clipboard [F] Font [F] Paragraph r} Styles
H® 0= O -
4 5 3 &

L i g 1 2 ERRY

Centered header

SAMPLE HEADER.

- Chris Dom

MS Word Formatting Sample

South Puget Sound Community College grew organically out of the educational needs of the

1042 _tha Nlioania School Dictrict foundad the cusant collace o

cornunit: Tn Saniam! b

SPSCC Student Computing Center__Headers and Footers __ 2



Having a Different First Page Header

Sometimes you may be asked to have a header that does not appear on the first page. This is
common with title pages or cover pages.

To remove the header from the first page:

1. Double click in the header area. This will show the Design tab.
2. Select the “Different First Page” checkbox.
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This will remove the header on the first page but will preserve the header on every other page
of your document.

Creating Different Headers in Different Sections
You can also have a different header for different sections of a document. To do this, you first

need to create section breaks in your document:

1. Place the cursor where you want your section break.
2. On the Page Layout tab, select the Breaks dropdown menu.
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With students were demanding more and OTCC wanted to provide it, in 1980, the Board of

Trustees called for the addition of an academic transfer program. In 1982, the college awarded its
first Associate of Arts degree. That same year, the college added 31 more acres of land to the
campus. In 1984, i recognition of its growth and the broadening of its mission, the college name
was changed one last time, to South Puget Sound Community College.

As the college matured. it also longed for independence. After several years, the college split from
District 12, and in 1988, under House Bill 1361, formed its own autonomous district. The new
district, number 24, encompassed all of Thurston County, except the Rochester and Tenino school
districts and the Thurston County portion of the Centralia School District.

To better meet the needs of the growing north Thurston County, in fall 1995, the college opened a
satellite center in Hawks Prairie Village Mall in Lacey as the Hawks Prairie Center. In, 2005 the
college purchased 34.5 acres on Marvin Road in Lacey for a second permanent c:
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3. Select “Continuous” from the dropdown menu. This will not add any empty space to
your document, but it will insert a section break.

You can view your section numbers by double clicking in the header area.
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After inserting your desired section breaks, be sure to unselect “Link to Previous,” which is
found on the design tab. This allows you to have different headers in different sections.
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