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Creating Basic Headers and Footers

Headers and footers are groups of information set apart from the body of your document.
Headers are located at the top of a page while footers are set at the bottom of a page. Headers
and footers can make your document more user-friendly, and make it look polished and
professional. They can also save you a lot of time, as you can make one header or footer look
exactly how you want and then those changes will be applied to headers and footers
throughout the whole document. For example, the title of a book appearing at the top of every
page would probably be set as a header. Headers and footers are easy to create and edit.
However, there are a lot of options you can customize, so we’re going to spend this entire
section just on headers and footers. We're going to start by learning how to create, edit, and

remove a header or footer. We're also going to learn about the Selection Gallery.

Using a Preset Header or Footer

One of Microsoft Office Word 2007’s best new features is pre-designed page components. This
means that you can create a professional-looking header or footer with just a few clicks.

To start, click the Insert ribbon. Then, click the Header or Footer button. Next, click the type of

header or footer that you want to add.

C;n H & )= Communication Skills.doas - Microsoft Word - = X

] -
—/ Home Insert Page Lawout References Mailings Review Wigw L2
] Cover Page ~ j ] El@ ’_T‘}) S _} iLﬂ 8, Hyperlink j j j A 2| Quick Parts ~ |2 signature Line =TT Equation -
_1 Blank Fage |—| Bl U = 4 Bookmark — = < wordart~ 53 Date & Time £ Ssymbol -
Table || Picture Clip Shapes Smarthrt Chart Header| Footer  Page Text -
=i A
¥— Page Break - At - ) Cross-reference - +  Mumber~ Box= == 0Drop Cap~ Pgd Object ~
Pages Tables Tlustrations Links Built-In - Symbols
1--‘|----‘7-ew-1‘-‘ S 2. 3| Blank )
7 = -
. T
Blank (Three Columns)
5 « Rocking
- [yt e I
= +  Legswinging ! | % !
3 +  Tapping

Alphabet

Ifyou sensitize yourself tothese simple cues, of
feeling more relaxed, at ease, and open with ye

[Type the decument title]

A 1l
These arethe first signals of tension and indical i

nervous, If it escalates, these signals are often
[Type the document title] | [Vear]

* ntermittent closing of the eyes

+ Slight tucking of the chin into the chest 2| Edit Header

+  Shoulder hunching Zh Bemove Header

(Note the scroll bars on the side of the list; there are over 20 pre-set designs to choose from!)

1



Once you click an option, the header will be inserted and replicated to every page. All you need
to do is add text where indicated; your changes will be replicated as well. Note that you can

format header and footer text just like you would any other.
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Editing a Header or a Footer

In the example above, we created a simple header. (Note how after the Header and Footer
view is closed, the header appears in lighter text.)
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To edit the header or footer, simply double-click any part of the text (even a blank area). This

will re-open the Header and Footer Tools Design ribbon and place your cursor at the beginning

of the header or footer.
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When you’re done, click the Close

button on the Design ribbon.

Adding a Header or Footer to the Gallery

If you like, you can add your header or footer to the selection gallery. This way, it will be
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available for future documents. First, double-click the header or footer that you want to add.

Then, select all the parts that you want for future documents. Next, click the Header or Footer

button (depending on what you want the selection to be saved as). Now, click Save Selection to

Gallery. .
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Create New Building Block

You will then be prompted to confirm the header or

Marme: Essential Communication
footer information. We haven’t covered building | cajer: — 3
blocks yet, so we suggest that you just click OK to this | Categary: | Genersl b
dialogue. Description:
Save in: Building Blocks, dotx: W
Opkions: Insert content only W
Transcend (Odd Page) I Ok l [ Cancel ]
]

Once you click OK, you should see your header or

General
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footer in the appropriate menu.
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Navigating Through Headers and Footers

Let’s take a quick look at the Navigation chunk.
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footer. Then, you have commands to navigate between sections. o e e B Link to Previous

Last, you have a Link to Previous command. Mawigation

Removing a Header or a Footer

To remove a header or a footer, you can do one of two

things. If it’s just text, you can delete it. If there are [Type the document tile

more elements, it's easiest to use the Header or the

Annual

Footer menu. First, double-click the header or footer

[Type the document title] | [Year]

that you want to remove to place your cursor there.

Then, click the Insert ribbon and click the Header menu |
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or the Footer menu (depending on what you want to | = BemaveHeader A
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delete) and click Remove Header or Remove Footer.



Using the Header and Footer Tools Design Ribbon

We have used a few commands on the special ribbon that opens when we create a header or
footer. Now, we’ll take a closer look at the ribbon.
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Header and Footer Options

Our next chunk lets us control how your header or footer will Different First Page
behave. You can choose to have a different header or footer Different Odd & Bven Pages
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Inserting Page Numbers

So far, we’ve learned how to insert headers and footers. But what if you just want plain old

page numbers? That’s just what we’re going to learn in this section.

Before we get started, let’s go over a few basic points. First, page numbers are treated as
headers and footers, as they typically go at the top or bottom of the page. Second, you can
format page numbers as you would other text. Last, you should always use Word’s automatic

page numbering feature rather than trying to number the pages yourself.

Inserting Page Numbers

You can add page numbers from the Insert ribbon or the Header ﬂ
Page
and Footer Tools Design ribbon. On either ribbon, when you click Mumber =
. . #] | Top of Page 3
the Page Numbers command, you will see this menu: 4
|#] EBottom of Page 3
kf  Page Margins 3
When you choose where you want your page number to go (top 9 Curent Position .
or bottom of page, or in the margin), you will see another menu: 7 Format Page Numbers..,
ﬂ Eermowe Page Mumbers
Simple & | 8] Top of Page 3
Plain Number 1 [ EBottom of Page 4
k2 Page Margins 2
! #]  Current Pasition 3
. Format Page Mumbers...
ﬂ.\ Remowe Page Mumbers

Plain Mumber 2

Plain Mumber 3

Page X
Accent Bar 1




You can also click the Current Position menu to see only those styles that have text in the

current position of your cursor.

] Tap of Page 3

|#] = EBottom of Page k

k] Page Margins 3

#]  Current Pasition » Simple -
#* Format Page Humbers... Plain Mumber

f}\ Remowve Page Murmbers !

Page X
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Accent Bar 2

.|1

fh Save Selection to Page Mumber Gallery...

Just like pre-designed headers or footers, simply click the style that you want to apply.



simple

Changing Page Numbers

(S »

Like headers and footers, you can choose another page

Plain Mumber 2

number style from the Page Number menu at any time. b

Plain Mumber 2

Murber with no formatting or
1 AcCents

Plain Mumber 3

Page X
Accent Bar 1
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Formatting Page Numbers

You can format page numbers as you would any other text. Simply select it and format it.
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And, if you create a selection that you would like to use later, you can save the selected page

number to the gallery, using either the Top of Page or the Bottom of Page menu.
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Page X
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If you want to change the style of numbers, open the Page Number menu. Here, you will see a

Remove Page Mumbers

command to format page numbers.



When you click this command, you will see this dialogue:

Page Mumber Format E| E|

Mumber Format:

[ include chapter pumber Here, you can choose a number format, choose how to

number the pages, and choose to include a chapter

number. (These settings can be modified at any time.)

Page numbering
@ Continue From previous seckion
() Skart at: e

w

Ok, ] ’ Cancel ]

Removing Page Numbers

To remove your page numbers, click to place your cursor in the

Top of Page 4
Eottom of Page +
set of page numbers that you want to remove. (Remember,
Page Margins L4
different sections can have different page numbers. If you don’t .
Current Position 4

have different sections, then it doesn’t matter where your cursor Format Page Numbers...

Ve E DD E

is.) Then, click the Page Number command on either the Insert

Eemowve Page Mumbers [%

ribbon or the Header and Footer Tools Design ribbon and click Remove Page Numbers.
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Doing More with Headers and Footers

We have learned about the neat things you can do with the Header and Footer Tools Design

ribbon. In this section, we’ll take a closer look at how to use those features.

1271172006
Firsk Page Header -Section 1-

Jue Smith

Aligning Text

The best way to align text in a header or footer is to use the Insert Alignment Tab command on
the Header and Footer Tools Design ribbon. First, click to place your cursor in front of the text

that you want to align. Then, click Insert Alignment Tab.
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Insert a tab stop to help align
contentwithin the header or
footer.
fLzs11y2008
First Page Header -Section 1-

Alignment Tab

Aligriment

In the dialogue that opens, you can choose an alighnment and a leader Ot © O ight

Align relative to:  |Margin W
(characters that will fill the space between the margin and the text). Leader

@ LNone Oz

Q4 Os

[ o
Once you click OK, your header will be aligned.
................................................................................................................................................................... Lz/11/2006

First Page Header -Section 1-
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Adding Graphics

To add a graphic, first click where you want to place the image. = j : Elal
b = Pl HE]
Then, click either the Picture or the ClipArt button on the Insert = pate quick fricure  Clip

A Time Parts -~ At
chunk of the Header and Footer Tools Design ribbon. (You can also IMsert

use the commands on the Insert ribbon.)

If you ChOOSE the Insert Picture
Lookin: | () Section 3 v @-@ X @E-
Picture command, a € lleari ot

dialogue will open so _

Iy Metwork,

that you can browse to Flacss
and  choose  your Myﬁier
picture. %

My Documents

My Recent
Dacuments

D File name: | vl
- Files of type: |NI Pictures (*.emf;* wmf;*.jpg;*. jpeg;* fif;* jpe;*.prg; *.bmp;* dib; *. rle;* bmz; *.gif ;* gfa;*.emz + |

Clip Art v X
If you choose the ClipArt command, you will see a task pane so that 5;:(; .
you can search for a suitable photo. When you find a good picture, [meeting e ]
Search in:
simply click it to insert it. (Al callections v|
Resulks should be:
|Selected media file types w |
Note that you can resize photos simply by dragging the edges. =
Despite what you may see, the header or footer will adjust to %‘%v =
accommodate the new size. : -

business meetings, businesses..,

262 [w] % 244 [h) pixels, 28 KB, WMF
 j=d

= i‘__h
f‘riil\Q
'i::’?-“i? rhl@S FOR EFFECTIVE MEETINGS

You can also use the Alignment Tab commands to align your photo.
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Inserting the Date and Time

You can also add the current date and time to your header or footer

with the Header and Footer Tools Design ribbon.

When you click this command, you will see this dialogue:

Date and Time

Available Formats:

December 11, 2006
12/11/06
2006-12-11
11-Dec-06

12,11, 2006

Dec, 11, 06

11 December 2006
December 06
Dec-0&

12/11/2006 1:02 PM
12112006 1:02:24 PM
1:02 PM

1:02:24 PM

13:02

13:02:24

Mu:unu:lw;.-', December 11, 2006

Default. ..

L |

Language:

= bl &

Date § Quick  Picture  Clip
-E!.'_T|m|=_~l Parts = At

Insert

English {L1.5.)

[ ] Update automatically

O, ] [ Cancel

Simply choose a format from the list on the left. You can also check “Update automatically” so

that the current date and time is always displayed. Then, click OK. Note that you can align the

date and time using the Insert Alignment Tab command, and you can format it using regular

text tools.

MONDAY, DECEMBER II. 2006]

First Page Header -Section 1-
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Linking and Unlinking Headers and Footers

By default, a change made in one header or footer applies to all headers or footers, so you must
manually un-link the headers or footers to reverse that change. (Headers and footers are linked
and un-linked separately.) Note that you must have a section break at the point that you want
the headers and/or footers to change. To break the link between headers, place your cursor in
the first page of the header you want to unlink and click the Link to Previous button. (Note that
the name of this button does not change whether you are linking or unlinking headers and

footers; it will, however, appear toggled if linking is on.)

Let’s take a look at an example.

Here is page 2 of our document. Notice how there is a section break at the end of the page.

]!clﬂmers-va F2A-X: The Diference sf

| Header -Section 1-

The second: influenoe.,. 1

wyias that-both- paents - we k- now-in-the - wark-setting. whethe r due -to-the - ree -of-femins m-andfor the -
factthat-asimle-sabny-could- no-lomeer cowe ra-moneage, - Mom-was -joining - 0ad-as |a-workig - me mber-
ofsociety-and -Gene@tion- X-became-known-asthe- Vet b key - Kids.*- 1)

Wy ith- no-one-home -afterschool, -the - kids - beean-to-s pend - mor -and - moe - time -a lone - plueeed - imba- WMTV-Or
the computer,- Facking, -plEyine-games, orsurfine - the-net. 1)

1
The third: influe nce: was,and: 5.1

Thatthe theat of g lobal warquickly - beean-to-moede-and - jist-about- came - to-a n-e nd - with- the -toB |-
colBpse -of-Communs m- in-Easte m-Eunmope- in-1991. -4

1

Fespect-for, -and-de ntification. with, - Bee-istitutions - beean-to-quickly -diminsh, - blind - patrcts m- was -no-
lomeeraintue, -and-with- this, - espect- for-authonty -and-tadition: dmopped - off-as well.-q

1

Thi dsilllsionment. with. institutions. wascompounded - by the-fact-that- many of the Genxizm. sawtheir
pament(s]- put- out-of-work-during - the m-e eineerne-and-neht-seine- fads-that-produced- the-massive-and-
il panned - Byoffs-of the . past-decade. -1

1

canyou-see-how- understanding - these- influe nces - lEwe such-a-major impact- on-desEning - your 'Ge s’
hiring, -ore mation, - memoring, - coaching, -and - ete mtion- actiities 71

1 Section Break (Mext Page)

Now, look at page 3.
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Boom ersvs. GendC-The-Differences

l Header -Section 2- J

Boomerso

b e

Work-hard-out-ofas ense-oflovalty. @

Work-hard-ifthereis abalance-allowed b etweaen-
wiork-and-offthejoblife

Expectatioms forlongtermemployment. 9]
H

Expectationfor-beingfired-orlaid-offatlest-onoe.-
[Theys aw-it-happentotheirparents. s

Feliance-ontheoreanization. ®

Felianoe-ons elf.#

Eweryonestars-atthebottom-and-pays their-does A

Euverybody-is placed-wherethey-aremost-needed. -
Dues-aren't-relevant. &

Holdthelomewview; theirnumberonebenefit-is-a-
eood-pension-plan.#

Holdthes hortwiew; theirnumberonebenefitis-
eoodworking-conditions. #

Identify-withtheNFL.-Anonymous-contrbution:
with-eweryoneknowingtheirpart. Theteam-is-
evenything. ®

IdentifywiththeMNEA. Whileteamwork-is-
es5 ential, -itbasicallysupponts-individual talent and-
effort.#

Eelieve-inwaiting-ones tum. &

Baliewe-ins eking-each-and-esery-0pportunity-as-it-
aris es.H

Selfsacrifice-is-awirtue.

Selfsacrificeis somethingthat- mieht-oc@asionally:
hawvetobe-endured.®

High-community-orientation.-Belongtoeroups,
which-provide-mmst-ofthes ocialinteraction. #

Low-community-orentation.-Friends-made-onthe-
job.Workteams-prodide theirnesd for
community.

Esperieance-'burnout'.®

Esperience-.under-utilzation. Theirneed & tobe-
appreciated.

¢ Same as Previous

B

o

Notice how the header for page 3 is the same, even though it is a new section. We need to click

Link to Previous to un-link the two sections.

g E
Goto Goto

Header Footer

.5"="|4 Prewious Section
5, Mext Section

|'E_!'E1"'m" |
[ Mavigation k ]
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Now we can edit the header on the third page without affecting the second page. Note that

there is also no longer a tag that says, “Same as Previous.”

Boomers-vs.-GeaXrA-Chartl)

| Header -Section 2- | Boomerss Hexse

Wark -hard-out-of-a-sense-of-loyalty .0 Wark-hard-ifthereis-abalanceallxwedbetween
wiork-andoffthejoblife.d

Expectationsforlongterm-ermplovim ent. | Expecationforbeingfired-or! aid-off-at| east-once. -
H [Theysawithappentotheirparents. )l
Reliance-ontheorganization. d Reliahceonsef. .0

Everyone-startsatthebottor-and-paystheir-duesd Everybodyisplacedwherethey-are-mostnesded.-
Duesaren'trelevant.H

Haoldthelongwi ew; theirnumber-one-benefitisa | Holdtheshorwview their-nurmberone-benefitis

good-pension-plan.d goodswarkingconditions.H

| dentifysiththeMFL -Anaryrous-cantrbution | dentifyswith theMNBa AWhiletearmwork-is

with-everyoneknowingtheirpart. Thetearn-is- essential, it-basically-supportsi ndivi dualtal ent-and-

everything.H effort.d

Believeinwaiingone'sturn.d Believeinseizingeach-andevensopportunity-a sit-
arises.H

Self-sacrificedis-awirue.d Self-sacrificeis-somethingthat-might-o ccasionally-

hawveto-be-endured

Hi gh-community-oriertation. Belongto-groups,- Lowe-cornmunity-ari entation.-Friendsmadeonthe:
whi ch-providemost-ofthe-sociali nteraction.d Jjobovark teamsprovidetheirnesedfor-
cormmunite.d

Positioning Headers and Footers

The last set of commands that we will look at is the Position chunk on the Header and Footer

Tools Design ribbon.

=+ Header fram Top: 05"

4

k

Qt Footer from Bottom: 0,57

|ﬁ Insert Alignment Tab

Position

Here, you can type in dimensions to set how far the header or the footer will appear from the

top of the page.
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