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How to Insert a Custom Header or Footer in
M icrosoft Word

Microsoft Word already includes many headers or footers that you can insert into documents. However, you can
follow these ssimple steps to insert a custom header or footer into your Microsoft Word documents. Click 'Insert’
or 'Document...

Method 1 of 4:

Insert a Header or Footer Using the Toolbar
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All the world's a stag

And all the men and women me
They have their exits and their
And ene man in his time plays
His acts being seven ages. At fir
Mewling and puking in the nur
1 Then the whining schoolboy, wit
And shining marning face, creeg
Unwillingly to school. And ther
Sighing like furnace, with a we
Made to his mistreSepggeds " "

Click "Insert" or " Document Elements’ on the MSWord toolbar above your document. Use Layout
if you have a Windows computer and Document Elementsif you have aMac.
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All the world's a stage,
And all the men and women merely pl
They have their exits and their entrances
And ane man in his time plays many part
His acts being seven ages. Al first, the infart;
Mewling and puking in the nurse's arms.
Then the whining schoolbaoy, with his satchel
2 And shining morning face, creeping like snail
Unwillingly 1o school. And then the lover,
Sighing like fumace, with a woeful ballad
Made to hiz mistress’ eyebrow. Then a soldier,
Full of strange caths and bearded like the pard,
Jealous in haner, sudden and quick in guarrel, wilki

Select "Header" or " Footer." From the drop-down menu, choose the format of the area that you want to
insert into the document and double-click on the template.
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Typetheappropriate text into the " typetext” fieldsor into the box.
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Closethe header or footer when you ar e finished. The header and footer will automatically appear on
each page of your document.

Method 2 of 4:

Insert aHeader or Footer Using the Menu Tabs
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Hie acts being seven ages. At first, the infant,
Mewling and puking in the nurse's arms.
Then the whining schoolboy, with his satchel
And shining marming face, ereeping like snail
1. Unwillingly to schoal. And then the lover,
Sighing like furnace, with a woeful ballad
Made to his mistress’ eyebrow. Then a soldier,
Full of strange oaths and bearded like the pard,
Jealous in honor, sudden and quick inggugamel;
Seekinn the hubhle renpitai K1

Choose" Insert” from the top menu bar. From the drop-down list, choose "Header and Footer."
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Insert your text or graphicsinto the appropriate place.
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Click " Close" to preserve your changes and to continue editing therest of your document. The
header and footer that you created will now appear on all pages of your document.

Method 3 of 4:

Makethe First Page Header or Footer Different From the Rest of Y our Document
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Double-click the area of the header and footer on thefirst page.
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Click the Design tab on the toolbox that appears.
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Select the " Different First Page" box in the Options group.
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M ake changesto the existing header or footer on thefirst page. If you want the first page to contain no
header or footer, then delete the text in the header and footer boxes and close the boxes.

Method 4 of 4:

Add a Page Number to a Header or Footer
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Click on the header or footer box whereyou'd liketo insert the page number.
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Position your cursor whereyou'd like the page number to go.
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Choose " Page Number" from theInsert tab within the Header & Footer group.
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Click " Current Position."
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Select a page number template from the available options.

Y ou finished reading the article "How to Insert a Custom Header or Footer in Microsoft Word" 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.
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