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ICT Skills
Headers and Footers
What are Headers and Footers?

· A Header is text that runs along the top of every page above the text margin (see above)
· A Footer is text that runs along the bottom of every page below the text margin (see below)
The majority of documents should include some or all of the following:

· Header

· Name, Department, Topic/Unit No/Assignment

· Footer

· Filename and path – (important to enable writer to find file quickly), date, page number

· (Page numbers should always be added when the document contains more than one page)

To add Headers and Footers in Word:
· Click the View menu

· Choose the Header and Footer option

· Add the appropriate details to the Header

· Always use the tab key to move to the centre and right hand side of Header area

· Click the “Switch between Header and Footer” button on the H/F toolbar

· In the Footer, click the Insert Autotext option – choose Filename and path, tab or return to appropriate position and insert date/page number with the relevant buttons.
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