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Directions for adding Headers and Footers
1. Go to View and slide down to Header and Footer.

2. A dotted, lined box will appear at the top and bottom of the page.

3. The Toolbar for Headers and Footers will also appear.

4. You can toggle between the two with the “Switch between header and footer button” (fourth from right.)

5. The toolbar buttons allow you to insert page numbers, dates and times. (Move through the buttons from left to right.)
6. The Toolbar has an Auto Text feature which allows you to insert preset information into your header or footer. (Click the inverted triangle. This sample used Author, Page #, Date)
7. Text can be formatted like any other part of the document.

8. To insert a graphic place the cursor in the position you want your picture and go to Insert. Slide down to Picture and over to ClipArt or From File. Locate the graphic you want. Click Insert. The graphic is an object that can be selected and dragged and dropped within the header or footer. Some clip art is too large for the header or footer. The header or footer will not grow to accommodate the image. The graphic will flow out of the boundaries.
9. To get out of the header or footer click the Close button on the toolbar.

These features might be used on worksheets and tests to identify the unit or book being studied. It is a good tool to keep track of the last date a document was edited. File names and paths allow you to keep track of where things are located in your computer. 
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