Google Docs

Headers & Footers

HENRY

F
COLLEGE

ESHLEMAM LBRARY

Step One:

Untitled documen r @
File- Edn 'u'uorrr:a! Tools Add-ana
A P B image .
1 Tabie
Drawing
[#] Charn
— Horizontal line

Footnate ®+Option+F

[} Spectal charscters

m' Equatian

Heagers & footers L

Page raumbsers

Ctri+ MO Cirk M H

Header

G+ 30 Cul+ BF

Footer

T Break

In the main toolbar select Insert, then Headers & Footers and then choose Header or Footer.
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Step Two:  Add the information needed in your header or footer

btudent Name
Class Name
Date
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Additional Information:

In the Options drop down menu you can access additional features in
the Header/Footer format dialogue box. When finished select apply.

You can also add page numbers, or remove the header/footer in this
menu.

To edit the header or footer later right click in the header or footer area.
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