Headers and Footers

1. Click View on the menu bar, scroll down and click Header and Footer. The header and footer are now open.   Scroll down to the bottom of the page so you can see the footer box.
2. With the footer open, click Insert on the menu bar, and then click Page Numbers. Under alignment click on the arrow, and scroll down and click center.  Click OK.
3. Now type in the running head of the MA paper in the footer.  Highlight the text, and click format on the menu bar.  Scroll down to paragraph.  Click the arrow under alignment, and scroll down to justified.

4. Add a border to the footer by clicking the diagonal line located next to “AutoShapes” in the Draw toolbar on the bottom of the page. Move the cursor to the upper left corner of the footer, just above the text. Drag the cursor to the upper right corner of the footer.
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Double-click the line to format it. Select 3.5 pt for the weight of the line by clicking on the arrow in the box next to ‘weight,’ and scroll down and click on 3.5. Select gray for the color of the line by clicking on the arrow in the box next to color, and scroll down and click on gray.  Click OK.
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6. Formatting the footer in this way helps to make the overall document appear professional.  An example of footer is shown below.


