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Name  _________________________
Instructor:  Carolyn Jung
How to Create a Footer (or Header) in Word—C. Jung
Directions:  All your assignments must have a footer at the bottom, which has your full name, lesson ID, and file name.  The steps below shows you how to insert a footer.
1. Left-click View on the Menu bar at the top of your screen.

2. Left-click Header and Footer
3. The Header and Footer toolbar will open.

4. To create a Footer, Left-click the fourth button from the right on this toolbar, called Switch Between Header and Footer.

5. To create a Header, skip step 4 above and proceed to step 6.
6. Then type your full name.

7. Hit Tab key on your keyboard.

8. Type the lesson and part identification:  i.e. IW 3, Part I.

9. Hit Tab key again.

10.  Left-click the Insert AutoText button on the Header/Footer toolbar.  A drop down menu appears and left-click Filename.
11.  Left—click the Close button at the end of the Header/Footer toolbar to close.
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