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Headers & Footers

Step One:  In the main toolbar select Insert and then Header or Footer
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Step Two: Select the style of header or footer .
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Step Three: Add the information needed in your header or footer
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Step Four:  Once finished, you must select the “Close Header and Footer” button in the
tool bar to access the main part of the document OR simply double-click Closs Header
anywhere within the document body. e

ST TS

ass r o
.te  Edit Header Edit Footer
Import Image Import Image
Capture Selection from Screen | Capture Selection from Screen

To edit the header or footer later, you may right click in the header or footer area and select
“edit header” or “edit footer”, OR again, simply double-click within the header/footer area.



