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Complete guide for Word 2016 (Part 14): Pagetitle
(Header) and footer (Footer)

Header and footer are useful tools of Word 2016 to help you provide more information for your text.

The page title is the section displayed in the upper margin, while the footer is the section displayed in the lower
margin of the text. These two locations often contain information such as page number, date, author's name or
caption (Footnote), which helps provide more detailed information about the text. The content displayed in the
page title and footer will appear on every page of the text.

Learn about page titles and footersin Word 2016 viathe video below.

How to create a pagettitle or footer

In the example below, we will add the author's name at the top of each page of text in the pagetitle.

Step 1: Double-click on the upper or lower margin of the text.
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Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the
office of The Sewanee Review. Founded in 1892, the Sowarnee Review (SR) has never missed an
tssue, distinguishing it as the oldest continuously published quarterly review in the United States,

For its first half-century, the magazine existed as a general journal of the Humanities, featuring

Step 2: Thetitle or footer will open, the Design tab will appear on the right of the Ribbon and the mouse pointer
will appear inside the title or footer.
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Step 3: Type the information to add to the title or footer. In the example below,

we will type the author's name
and the date.
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Atop Monteagle Mountain at the University of the South in Sewanee, Tenne

Step 4: After typing, select Close Header and Footer or press Esc on the keyboard.
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Step 5: Thetitle or footer will appear on the text page.
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Andrew Lyvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Ser

office of The Sewanee Review. Founded 1n 1892, the Sewarnee Review

How toinsert an existing title or footer

Word 2016 has many available footer and page titles that you can use to make the text look better. Below, we
will add the available page title to the text.

Step 1. Select the Insert tab and click Header (or Footer). In this example, we will click Header .
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Step 2: Inthelist that appears, select the page title you want to use.
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Step 3. The title of the page or footer will appear later. Many options have text input fields called Content
Control. These fields are very useful for adding information such as text titles, author names, dates, and page
numbers.
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Step 4: To edit the content in Content Control, simply click on it and fill in the information.
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Step 5: When done, click Close Header and Footer or press Esc.
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If you want to delete Content Control, right-click and select Remove Content Control from the list that
appears | ater.
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How to edit pagetitlesand footers



Once you have closed the page title or footer, you will still see it but they are locked. Just double click on it, they
will be opened and allow you to edit.

Andrew Lytle at The Sewanee Review
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After unlocking the page title or footer, the Design tab that appears on the Ribbon brings many editing options.

Hide the title or footer of the first page: For some texts, you may not want to leave the title and footer in the
first page, for example, when you want to number a number from the 2nd page or want to use it as a cover page.
To hide thetitle or footer in the first page, click the Different First Page box .
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Delete header or footer: When you want to delete all the information contained in the page title, click Header
and select Remove Header in thelist that appears. Do the same for the footer by selecting Footer .
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Page numbering: Word 2016 can automatically paginate with Page Number selection . See details of page
numbering in this article.
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Other options: With other options on the Design tab , users can add date, time, and image information . to the
title or footer of the text.

How toinsert adate or timeinto thetitle or footer

Sometimes it is also useful to add time to display text pages. For example, you want to display the print date and
set it to automatically update. As aresult, you can easily know the latest text.

Step 1: Double-click on the title or footer to unlock it. Place the mouse pointer on the desired position to date
and time.

| Andrew Lytle at The Sewanee Review

Header Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewane

office of The Sewanee Review. Founded in 1892, the Sewarnee Review (SR)

issue, distinguishing it as the oldest continuously published quarterly revier

Step 2: On the Design tab , click Date & Time
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Step 3: The Date and Time dialog box appears, select the date and time format you want to use.

Step 4: Select Update Automatically if you want the date to change each time you open the document. If not,
skip this option.

Step 5: Click OK.
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Step 6: The date will appear on the page title.

| Andrew Lytle at The Sewanee Review
December 21, 2019|

Atop Monteagle Mountain at the University of the South in Sewane
office of The Sewanee Review. Founded in 1892, the Sewarnee Review (SR)

1ssue, distinguishing it as the oldest continmously published quarterly revies

Y ou finished reading the article "Complete guide for Word 2016 (Part 14): Pagetitle (Header) and footer
(Footer)" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. Y ou can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.


https://tipsmake.com

© 2019 TipsMake.com



