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Creating Headers & Footers 
 

 
 

Headers & footers can be added to your whole document or to a certain section.  You can control 

on which page the header & footer will start and stop.  You may need to start numbering page 1 

beginning on page 5.  To add a header or footer, you can simply type your text or select from a 

built-in list.   

 

1. Go to the header or footer section:  

a. Double click in the top/bottom margin of your document.  Notice the on-demand 

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 your header or  footer: 

a. Select a built-in header:  click on Header from the Design tab and select from the 

list:  select Austere even. 

b. Select Go to Footer from the ribbon and add page numbering:   

i. Select Footer and select one of the built-in designs 

c. Move your cursor to the line below the page number.  Select from the quick parts 

gallery:  click on Quick Parts from the Design tab 

i. Select Field and choose from the list:  select filename.  Check the box to 

add path to filename & click ok. 

ii.  Or select Document Property and choose from the list:  select Publish date 

d. Option:  Enter your text directly into the header/footer:  i.e.: 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, check Different First Page from Options group.  This removes the current 

header & footer from page 1. 

b. Notice that you are placed in a header/footer section labeled First Page Header or 

First Page Footer.  Any 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 ñPage 1ò instead of Page 2: 

a. Double click on the footer on page 2. 

b. Click on Page Number / Format Page Numbers / select:  Start at 0.  Close H&F. 
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5. Change the heading on the next to last page  while keeping the original heading on all 

previous pages: 

a. It is time for a “section break”.  In order to change the numbering for a specific 

range of pages without affecting the previously numbered pages, you need to use 

a section break.  Go 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 / click Break / select Continuous. 

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

Paragraph group.    

c. Double click 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 information and don’t want to link to previous section 

heading. 

e. Change Section 2 header:  Remove the date or add some text.  The new header 

will be changed from this point forward. 

 

6. Change the numbering on this new section to  read page 1 while keeping the pages 

numbered consecutively on the previous section: 

a. Go to 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 in the document and add a continuous 

section break:  Click on Page Layout tab / click Break / select Continuous. 

b. Double click in the top margin of the last page. 

c. Click on Link to Previous in the Navigation 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:  Make the page 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 break at the bottom of this landscape page:  click on Page Layout 

tab / click Break / select Next Page. 

d. Go to the last page and 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 quickly.  You can create a table of contents by marking the text 

you want included with a built in style (heading 1, 2, 3, etc.) or you can create your own style to 

be applied to text.  Text can be marked as table of content text without applying a style as well.  

Once your text has been “marked”, you can easily generate the table of contents. 

 

 
 

1. Use the built-in styles (heading 1, 2 & 3) to mark the table of content text:  

a. Highlight the heading for level 1.  You can use control click to select additional 

headings if desired.  

b. Click the Home tab / select Heading 1 from the Styles group.  The heading 1 style 

is applied to the selected text.  (Styles can include font, size, effect, color and 

alignment). 

c. Continue with subheadings using heading 2 style by following steps a & b.    

 

2.  Generate the Table of Contents: 

a. Create a blank page for your table of contents.  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. 

 

3. Make changes then update 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   

 

4. View the Table of Contents & 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. 

 

5. Modify the style used in the table of contents and select a different built-in style: 

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

the Formats field, change template to one of the built-in styles:  Fancy, 

Distinctive, Modern, and Formal, etc. / ok / yes. 

 

6. Modify the style used in the table of contents by selecting a new font, size or color: 

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

the Formats field, select template / Modify / Modify.   

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

only in the TOC, not the headings in the document. 
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7. Change the tab leaders (spaces between TOC entry & page number) in your table of 

contents from dots to lines: 

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

the tab leader field:  select dashes.  Click 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: 

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

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

arrow. 

c. Select save selection as a New Quick Style. 

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

e. Select a couple more headings and apply this new style. 

f. Click on the References tab / Table of Contents / Insert Table o f Contents / select 

Options / locate your style and add the correct level next to it.  Make sure all your 

levels are listed next to the correct style name. 

g. Add or update your table of contents. 

 

Notes:  If you need to find out if an existing table of contents was entered manually or 

automatically generated by the system, press alt f9 in the table of contents section.  If the TOC 

was generated automatically, you will see {TOC…..}.  Press alt f9 again to view the TOC. 

 

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. 

 

 
 

1. Add footnotes to your document:  

a. Go to the position where you want to enter a footnote.  Click on the 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 footnote then 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. Click on the References tab. 

b. Use the arrow located on the bottom right of the Footnotes section to show the 

Footnotes and Endnotes dialog box. 

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

Convert / click Insert. 

 

4. Change the number format to letters: 

a. Click on the References 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 are automatically placed at the end of the page they are on.  Endnotes are 

automatically placed at the end of the document. 


