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Creating Headers & Footers
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Headers & footers can be added to your whole document or to a certain section. You can control
onwhich page the header &oter will start and stop. You may need to start numbering page 1
beginning on page 5To add a header or footemly can simply type your text or seléicm a

built-in list.

1. Goto the header or footer section

a. Double click in the top/bottom margof your documentNotice the ordemand
tab labeled, Header & Footer tools, located at the top of your screen. The Design
tab is displayed under Header & Footer tools.

b. You can also add a header/footer by clicking on the Insert tab and using the
Header& Footer section

c. To switch between the header & footer section, use the navigation section: click
Go to Header or Go to Footer.

d. To close the Header & Footer: click on Close Header & Footer on the ribbon or
double click in the document section.

2. Select one of these options to add ylesderor footer.
a. Select a buikin header click on Header from the Design tab and select from the
list: selectAustere even
b. Select Go to Footer from the ribbon and @adde numbering:
i. Select Footer and selemte of the buikin designs
c. Move your cursor to the line below the page numliSsiect from the quick parts
gallery. click on Quick Parts from the Design tab
i. SelectField and choose from the list: select filenarfideck the box to
add path to filenamé& click ok.
ii. Or slectDocumentPropery and choose from the list: seléutblish date
d. Option: Enter your text directly into the header/faotee.: Prepared by J. Jones

3. Set up the header & footer to start on page 2, not page 1:
a. Double click on the header/footer (top/bottom margin) and from the options
section, checBifferent First Pagefrom Options group This removes the current
header & footer from page 1.
b. Notice that you are placed in a hedftmtersection labeled First §a Header or
First Page FooterAny header or footer already added will be on page 2. Leave
the page 1 header/footer blank.

4. Change the page number on page 2 to read 0
a. Double click on the footer on page 2.
b. Click on Page NumberHormat Page Numbef select: Start at 0.Close H&F.
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5. Change thédneadingonthe next to last pagevhile keeping theriginal heading orall
previouspages:

a. Itist i me sécwwon break” “.In order to change the numbering for a specific
range ofpages without affecting the previously numbered pages, you need to use
a section breakGo to the page you want to start the new header (or footer) then
scroll to the bottom of the previous page to add your section break.
Click on Page Layout tab / ckdBreak / select Continuous.

b. To see the break in the document, click on Home tab / select Show/Hide from the
Paragraph group.

c. Doubleclick on the bottom of the page (margin/white space) and go to this

section.

d. Click on Link to Previous in the Navigation section to remove the link because
you are changing the informatienn d don’ t wraviodssdctmon | i nk t o
heading

e. Change Section 2 header: Remove the diagegld some textThenew header
will be changedrom this point forward.

6. Change the numbering dhis new section taead page 1 while keeping the pages
numbered consecutivebn the previous section:
a. Goto the section 2 footer / click on Page Number / Format Page Numbers and
select: Start at 1.

7. Remove the headers and footers from the last page only:
a. Go to the bottom of the next to last page¢he documenand add a continuous
section break: Click on Page Layout tab / click Break / select Continuous.
b. Double click in the top margin of the lastgea
c. Click on Link to Previous in the Navigan section to remove the link.
d. To delete the header & footer information: Highlight the text and delete or right
click on the top left small box with arrows and select cut.

8. Option: Makethepage in your document landscape while all other pages are portrait.
Add an additional page at the end and make that page portrait

a. Go to the last page which will be section 3.

b. Click on Page Layout / Orientation / Landscape.

c. Place a section breai thebottom of this landscape pagelick on Page Layout
tab / click Break / select Next Page.

d. Go to the last pagand change from landscape to portrait: Page Layout /
Orientation / Portrait

Notes To change the position of the Header & Footer:
Go to the Header or Footer. From the Design tab, change the spacing using Header from
top or Footer from bottom.
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Creating a Table of Contents

A table of contents provides the reader with an outline of the document along with page numbers
and links to get to the sections quicklyou can create a table obntents by marking the text
you want included with a built in styl{@eading 1, 2, 3, etc.) ooy can create your own style to

be applied to textText can be marked as table of content text without applying a style as well.
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1. Use thebuilt-in styles(heading 1, 2 & 3) to mark the table of content:text
a. Highlight the heading for level. IYou can use control click to select additional

no

headings if desired.

b. Click theHome tab / select Heading 1 from the Styles group. The heading 1 style
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is applied to the selected text. (Styles can include font, size, effect, color and

alignment).

c. Continue withsubheadingssing heading 2 style by following steps a & b.

Generatghe Table of Contents:

a. Create a blank pader your table of contest Go to page 2 and press control and

enter to create a blank page. Click on page 2.

b. Click on the References tab / select Table of Contents / select Automatic Table 2.

Make changes thanpdate the table of contents:

a. Change the wording in a couple of headings. Add/delete a section of text so the

page number changes on one of your headings.

b. Click on the References tab / select Update Table / Update entire table / ok

View the Table ofontents & link to a section:

a. Press control + click on one of the table of content entries. You will be linked to

the page of that entry.

Modify thestyle used in the table of conteatsd select a different builh style
a. Click on the References tab / Table of Contemsért Table of Contentd=rom

the Formats field, change template to one of the-bustyles: Fancy,

Distinctive, Modernand Formaletc./ ok / yes

Modify thestyle used in the table of contebisselecting a new font, size or calor

a. Click on the References tab / Table of Contents / Insert Table of ConEenta /

the Formats field, select templat®odify / Modify.

b. Select a new font/ size / color and click ok / dkote: This style with change

only in the TOC, not the headings in the document.

t

h e
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7. Change the tab leadefspaces between TOC entry & page numlreypur table of
contents from dots to lines:
a. Click on the References tab / Table of Contents / Insert Bhllentents / From
the tab leader field: select dashé&Hick ok / ok.

8. Remove a table of contents:
a. Click on the References tab / Table of Contents / Remove Table o f Contents

9. Add a new style and use it as level 3 in your table of contents:

Change orof the normal style headings to a different font and size.

Highlight that heading. From the styles group (Home tab), click on the more
arrow.

Select save selection as a New Quick Style.

Enter a new style name. This name is now listed under styles.

Selecta couple more headings and apply this new style.

Click on the References tab / Table of Contents / Insert Table o f Contents / select
Options / locate your style and add the correct level next tdake sure all your
levels are listed next to the correct style name.

g. Add or update your table of contents

oo

~® a0

Notes If you need to find out if an existing table of contents was entered manually or
automatically generated by the system, press alt f®itathie of contents section. If the TOC
was generated aut omat i ¢rads alty9 agan owiewthelTOC. see { TO

You can have up to 9 levels in your table of contents.
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Footnotes and Endnotes

Footnotes and endnotes added to your document will automatically be numbered. You can
easily change the type of numbering or convert footnotes to endnotes.
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1. Add footnotes to your document:
a. Go to the position where you want to enter a footnote. ©licthe References

tab / Click Insert Footnote from the Footnotes section.

b. Type your footnote entry.
c. Repeat the process for additional footnotes.

2. Move the paragraph containing one of your footnotes to a new page:
a. Cut your paragraph containing a footntiten paste the paragraph to a new page
b. Notice the footnote has automatically been updated. The footnote from the
original page has been removed and added to the new page.

3. Change the footnotes to endnotes:

a.
b.

C.

Click on the References tab

Use the arrow locatl on the bottom right of the Footnotes section to show the
Footnotes and Endnotes dialog box.

Under Location, select Endnotes / keep the default: End of Document / click

Convert / click Insert

4. Change the number format to letters:
a. Click on theReferences tab.
b. Use the arrow located on the bottom right of the Footnotes section to show the
Footnotes and Endnotes dialog box.
c. On the Number Format field, select a, b, c..
d. Select apply changes to whole document and click Insert.

Notes Footnotes arautomatically placed at the end of the page they are on. Endnotes are
automatically placed at the end of the document.




