Headers and Footers





Headers and Footers are typically used in printed documents.  You can create headers and footers that include your organisations name, contact details, document name, automatic page numbers, the current date, the documents name, file path, authors name, a logo, or anything else you wish to include.  





A header is printed in the top margin, a footer is printed in the bottom margin.  After they have been set up, headers and footers will be printed on each page of the document.





In MS Word:


Click on View  (  Header and Footer


You are now in header and footer view and your main document will appear grey.


A menu bar appears and you are able to edit both the header and footer.


Hover over each button to find the one to switch between header and footer.


Use the menu bar buttons to add page numbers, dates etc.


Click on Insert Auto Text to insert automatically updating: file name and path, page numbers, author etc. 


While in header and footer view, you can change:


 the top and bottom margins for the header and footer (be careful how far up or down you drag the margin)


the font position, style, size, using the regular Word toolbar at the top of the document. Smaller font in the footer usually works best.


Automatic dates will not be appropriate for all documents.  You will need to type your own information into the header and footer if you require information to remain as is.





To exit header and footer view, just click close on the header footer menu bar








Don’t forget everything you put into either the header or footer will appear on every page of the document (unless you change the settings by using the page set up button)
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