Headers and Footers

Do you know what they are?

These are the reserved spaces at the top and bottom of a document for material to be repeated on each page of a multi-page document. They can be used on a single page also.

Do you know what you can do with them?

Here is the definition from the word Help file:

You can create headers and footers that include text or graphics — for example, page numbers, the date, a company logo, the document's title or file name, or the author's name — that are usually printed at the top or bottom of each page in a document. A header is printed in the top margin; a footer is printed in the bottom margin.

You can use the same header and footer throughout a document or change the header and footer for part of the document. For example, use a unique header or footer on the first page, or leave the header or footer off the first page. You can also use different headers and footers on odd and even pages or for part of a document.

OK, nuff said. How do I use them?

First open the header. Click View, Header and Footer to get the Header/Footer toolbar. It looks like this:
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You will also notice that the text in your document is gray. You cannot type anything in the document while the Header/Footer toolbar is open. Your cursor is in the Header.

Next move your mouse over each icon to see the tooltip description.

Drop the list under Insert AutoText to see what is in the list. Any items you insert at this point will be added to the Header.

To place items in the Footer, click the icon in the last section that says Switch Between Header and Footer.

The items that you place there can be formatted in the normal way. Left/Center/Right Justified, Bold, Italic, Underlined, Color, Etc.

Page numbering can be added quickly without going the Header/Footer toolbar by using the Insert, Page numbers selection in the menus. You get this dialog box:
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You can select Position and Alignment. You can decide if you want the first page to display the number. If you select Format, you can use different styles of numbering by selecting items in this box:
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You can select to begin the document from any page you want. This is useful if you are making each chapter a separate document.

What you can’t do from the Page Number Insert Box is delete anything after it has been inserted. To delete an item inserted in a header or footer, open the Header/Footer Toolbar, navigate to the item and select and delete as with any other item.

This is the only item that automatically inserts in the Header/Footer. If you select any other item from the Insert menu, it will be inserted at the insert point cursor in your document. Before you can insert any of these items in the Header or Footer, you must first get the cursor where you want the item inserted.

You could create a master document with your letterhead in the Header and save it as a Template. There are many variations of usefulness for this tool. Play with it and see what you can do.

