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Microsoft Word 2016

4. Page Layout

Word offers a variety of page layout and formatting options that affect how content appears on
the page. You can customize the page orientation, paper size, and page margins depending

on how you want your document to appear.
4.1. Page orientation

Word offers two page orientation options: landscape and portrait. Compare our example
below to see how orientation can affect the appearance and spacing of text and images.

o Landscape means the page is oriented horizontally.

EMPLOYMENT APPLICATION HOT WINGZ

arrLsEAnT srORRATION

o Portrait means the page is oriented vertically.

EMPLOYHENT APPLICATION HOT WINGZ




4.1.1. To change page orientation:

1. Select the Layout tab.
2. Click the Orientation command in the Page Setup group.
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3. A drop-down menu will appear. Click either Portrait or Landscape to change the
page orientation.
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4. The page orientation of the document will be changed.

4.1.2. Page size
By default, the page size of a new document is 8.5 inches by 11 inches. Depending on your
project, you may need to adjust your document's page size. It's important to note that before
modifying the default page size, you should check to see which page sizes your printer can

accommodate.

4.1.2.1.  To change the page size:

Word has a variety of predefined page sizes to choose from.

1. Select the Layout tab, then click the Size command.

4 F 4 ¥



File Home Insert Design Layout
@ % IE '# Breaks -
ED Line Mumbers -

Margins Orientation  Size  Columns

= = vb =

Page Setup P

be Hyphenation -

References Mailings Review View
Indent Spacing
3= |eft: 0" - I: Before: 0 pt .
& Right |0" S 4= After Opt :
Paragraph a

2. A drop-down menu will appear. The current page size is highlighted. Click the

desired predefined page size.
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3. The page size of the document will be changed.

4.1.2.2. To use a custom page size:
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Word also allows you to customize the page size in the Page Setup dialog box.

1. From the Layout tab, click Size. Select More Paper Sizes from the drop-down menu.
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2. The Page Setup dialog box will appear.
3. Adjust the values for Width and Height, then click OK.
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4. The page size of the document will be changed.
4.1.3. Page margins
A margin is the space between the text and the edge of your document. By default, a new
document's margins are set to Normal, which means it has a one-inch space between the text
and each edge. Depending on your needs, Word allows you to change your document's

margin size.

4.1.3.1.  Toformat page margins:

Word has a variety of predefined margin sizes to choose from.

1. Select the Layout tab, then click the Margins command.
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2. A drop-down menu will appear. Click the predefined margin size you want.
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3. The margins of the document will be changed.



4.1.3.2.  To use custom margins:

Word also allows you to customize the size of your margins in the Page Setup dialog box.

1. From the Layout tab, click Margins. Select Custom Margins from the drop-down

menu.
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2. The Page Setup dialog box will appear.
3. Adjust the values for each margin, then click OK.
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4. The margins of the document will be changed.

Alternatively, you can open the Page Setup dialog box by navigating to the Layout tab and
clicking the small arrow in the bottom-right corner of the Page Setup group.
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4.2. Printing Documents

Once you've created your document, you may want to print it to view and share your work

offline. It's easy to preview and print a document in Word using the Print pane.

4.2.1. To access the Print pane:

1. Select the File tab. Backstage view will appear.

-

Insert Design Layout References

a C £y -
- Century Gothin v |12 =~ A A Aa~- &9

Copy
Paste - 2 - Ay -
% Format Painter i Tl e gty B~ L

-

Clipboard Fa Font la

2. Select Print. The Print pane will appear.

Click the buttons in the interactive below to learn more about using the Print pane.
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You can also access the Print pane by pressing Ctrl+P on your keyboard.
4.2.2. To print a document:

1. Navigate to the Print pane, then select the desired printer.
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Microsoft XP5 Document Writer
Ready

Officejet 7110 series @ GCF-Server
Ready

Print to PDF (Mac Desktop)
Ready

Send To OneMote 16
Ready

Send To OneNote 2013
Ready

Add Printer...

Print to File

2. Enter the number of copies you want to print.
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Print
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3. Select any additional settings if needed.

Print

Copies |1 -
e
=

Print

Printer

Lexmark MX¥310dn

'% Ready N

Printer Properties

Settings
II; Print All Pages .
The whole thing I}
Pages: | |'1E:'
Print One Sided .
Only print on one side of th...
= Collated
EE v

123 123 123

Portrait Orientation -

Letter
a5 =11

Maormal Margins
Left: 1" Right 1"

1 Page Per Sheet -

[ | 653 ) 1

Page Setup

4. Click Print.
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4.2.3. Custom printing

Sometimes you may find it unnecessary to print your entire document, in which case custom
printing may be more suited for your needs. Whether you're printing several individual
pages or a range of pages, Word allows you to specify exactly which pages you'd like to
print.

4.2.3.1.  To custom print a document:

If you'd like to print individual pages or page ranges, you'll need to separate each entry with a
comma (1, 3, 5-7, or 10-14 for example).

1. Navigate to the Print pane.
2. Inthe Pages: field, enter the pages you want to print.

Settings

r, Custom Print
2 " .
Type specific pages, section...

Pages: | 1,3-9
3. Click Print.

Print

=
Print %
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4.3. Breaks

When you're working on a multi-page document, there may be times when you want to have
more control over how exactly the text flows. Breaks can be helpful in these cases. There are

many types of breaks to choose from depending on what you need, including page breaks,

section breaks, and column breaks.

4.3.1. To insert a page break:

In our example, the section headers on page three (Monthly Revenue and By Client) are
separated from the table on the page below. And while we could just press Enter until that
text reaches the top of page four, it could easily be shifted around if we added or deleted

something in another part of the document. Instead, we'll insert a page break.

1. Place the insertion point where you want to create the page break. In our example,

we'll place it at the beginning of our headings.

|\ Wipay Chavan,
Sofruware
Developer

[ MONTHLY REVENUE

BY CLIENT

Clients

Union Grove Public Schools
Jarvis Unified School District
Mellon Foundation

Right Hand International

DigiPaws.com

17
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$6,400

$4,400



2. On the Insert tab, click the Page Break command. Alternatively, you can press
Ctrl+Enter on your keyboard.

Home Design Layout References

B Cover Page~ D lj‘ l_—‘r“-. %Smart&rt
O leg <

[ Blank Page 1 I Chart
° Table | Pictures Online Shapes
'{Z:Pa-ge Break o Pictures = @4 2creenshot -
Pages Tables Ilustrations

3. The page break will be inserted into the document, and the text will move to the next
page.

\\ vijay Chavan,
Eoftware
Developer

MONTHLY REVENUE

| L

BY CLIENT
Clients Quarter 4 Quarter 1
Union Growve Public Schools | $42,600 $53,600
Jarvis Unified School Disfrict | $31,200 $42,400
Mellon Foundation | $16,000 $19,000

By default, breaks are invisible. If you want to see the breaks in your document, click the
Show/Hide command on the Home tab.
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4.3.2. Section breaks

Section breaks create a barrier between different parts of a document, allowing you to
format each section independently. For example, you may want one section to have two
columns without adding columns to the entire document. Word offers several types of section
breaks.

o Next Page: This option inserts a section break and moves text after the break to the
next page of the document.

o Continuous: This option inserts a section break and allows you to continue working
on the same page.

e Even Page and Odd Page: These options add a section break and move the text after
the break to the next even or odd page. These options may be useful when you need to
begin a new section on an even or odd page (for example, a new chapter of a book).

Section Breaks

Mext Page
Insert a section break and start the new
secticn on the next page.

Continuous
Inzert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

il AT

Odd Page
Insert a section break and start the new
section on the next odd-numbered page,

|7
w
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4.3.2.1. To insert a section break:

In our example, we'll add a section break to separate a paragraph from a two-column list.

1. Place the insertion point where you want to create the break. In our example, we'll
place it at the beginning of the paragraph we want to separate from two-column
formatting.

CLIENTS OVERVIEW

ﬁ m

The company added 13 new clients to its roster between December 2015 and

January 2016.
NEW CLIENTS
« Bancroft Preparatory s Peterson's Precision
Academy Landscaping
» Candy Coaters and Shakes « Shepard, Smith, & Wolfe
lce Cream Parlor o Tillie's Breakfast and Grill
s Firehouse Dalmatfian Rescue o Wakanda Middle School

s Fly by Day Events

o General T. Sanders High
Schoaol

« Homes and Hope Charity

o« Julia A. Clark Middle School

s Little Jumpers Equestrian
Squad

s lason-Bowers Editing and
Froofreading

[|of the list above, four of the clients
are schools, three are nonprofits,
and six are small fo medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses.

2. On the Page Layout tab, click the Breaks command, then select the desired section
break from the drop-down menu. In our example, we'll select Continuous so our
paragraph remains on the same page as the columns.

20
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Page Breaks

Margins Orientation  Size Columns
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Page
Mark the point at which one page ends
and the next page begins.

Page Setup

Column

Indicate that the text following the column
break will begin in the next column,

J I I

Text Wrapping

Separate text around cbjects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

'J.E W ||||[

Continuous

Insert a section break and start the new
section on the same page. I})

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Al

3. A section break will appear in the document.
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NEW CLIENTS

Bancroft Preparatory
Academy

Candy Coaters and Shakes
lce Cream FParlor

Firehouse Dalmatian Rescue
Fly by Day Events

General T. Sanders High
School

Homes and Hope Charity
Julia A. Clark Middle School
Little Jumpers Equestrian
Sqguad

MMason-Bowers Editing and
Proofreading

Of the list above, four of the clients
are schools, three are nonprofits,
and six are small to medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses,

Peterson's Precision
Landscaping

Shepard, smith, & Wolfe
Tillie's Breakfast and Grill
Wakanda Middle School

4. The text before and after the section break can now be formatted separately. In our
example, we'll apply one-column formatting to the paragraph.
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D ID £ Line Mumbers -

Margins Orientation Size Columns
> > = - bc Hyphenation -

Page 5 ]

% One
- ¥
Two

Three

E=| Left

==| Right
== More Columns...,
The formatting will be applied to the current section of the document. In our example,

the text above the section break uses two-column formatting, while the paragraph
below the break uses one-column formatting.

NEW CLIENTS
s Bancroft Preparatory s Peterson's Precision
Academy Landscaping
o Candy Coaters and Shakes s Shepard, Smith, & Wolfe
lce Cream Parlor e Tillie's Breakiast and Grill
s Firehouse Dalmatfian Rescue o Wokanda Middle School

s Fly by Day Events

o Ceneral T. Sanders High
School

« Homes and Hope Charity

o Julia A, Clark Middle Schoaol

s Little Jumpers Equestrian
squad

s JMason-Bowers Editing and
Proofreading

Of the list above, four of the clients are schools, three are nonprofits, and six are
small to medium-sized businegsses. Mew categories of business clients we serve
include landscaping, event planning, law firms, and editing houses,
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4.3.3. Other types of breaks

When you want to format the appearance of columns or modify text wrapping around an
image, Word offers additional break options that can help:

e Column: When creating multiple columns, you can apply a column break to balance
the appearance of the columns. Any text following the column break will begin in the
next column. To learn more about how to create columns in your document, visit our
lesson on Columns.

o Text wrapping: When text has been wrapped around an image or object, you can use
a text-wrapping break to end the wrapping and begin typing on the line below the
image. Review our lesson on Pictures and Text Wrapping to learn more.

Page Breaks

Fage
Mark the point at which one page ends
and the next page begins.

J L

Column

Indicate that the text following the column
break will begin in the next column.

A Text Wrapping

Separate text around chjects on web
pages, such as caption text from body text.

4.3.3.1. To delete a break:

By default, breaks are hidden. If you want to delete a break, you'll first need to show the
breaks in your document.

1. On the Home tab, click the Show/Hide command.

24
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the

2. Locate the break you want to delete, then place the insertion point at the beginning of

break.

|19
EXECUTIVE SUMMARY 4
During the 4th quarter, Westbrook-Farker showed continued- ' '
growth and exceeded profit expectations. The new yearis- A A P

starting strong, with January 2014 proving 1o be a profitable -
rmonth. 9

‘

Database software sales are up Ly -13%, subscriptions 1o cur online database -
management applications are up Ly 21%, and capital expenditures in the -
marketing department have decreased since the 3 quarter. 1]

At the beginning of the month, Brent Summerfield {formerly Business Systems -
fanager) was promoted 1o the role of Vice President. Patrick Jarvis assumed -
the role of ‘Web Developerin order 4o grow and froubleshoot cur online -
database gapplications. This has effectively freed up the software development -
team 10 focus on database solutions that will coentinue 1o meet our clients’ -
demands. The sales team also hired anadditional salesperson and acquired 13-
new <lients, including four schools, three nonprofits, and six businesses. 4

:[ ! ................................. Page Break e T[
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3. Press the Delete key. The break will be deleted from the document.

EXECUTIVE SUMMARY

During the 4th quarter, Westbrook-Parker showed continued-
growth and exceeded profit expectations. The new year is- A'Avp
starting strong, with January 2016 proving 10 be o profitable -

maonth. 4

‘

Database software sales are up by -13%, subscriptions t¢ our online database -
management applications are up by 21%, and capital expendifures in the -
marketing department have decreased since the 32 quarter. v

At the beginning of the month, Brent Summerfield ({formerly Business Systems -
Manager) was promoted 1o the role of Vice President., Patrick Jarvis assumed -
the role of Web Developerin order 40 grow and froubleshoot curonline -
database applications. This has effectively freed up the software development -
team 1o focus on database solutions that will continue 10 mest our clients’ -
demands. The sales team qlse hired an additional salesperson and cguired 13-
new clients, including four schaools, three nonprofits, and six businesses. v

ICIie-nTs: report their satistfaction with the flexibility that cur online dotabase -
applications continue to afford them. The marketing department plans fo study -
usage trends throughout the 15t and 2n< guarters so that the soffware -
development team can tailor cur offerings to best meet demands. Markefing -
and sales frends indicate that our overall growth will continue
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4.4. Columns

Sometimes the information you include in your document is best displayed in columns. Not
only can columns help improve readability, but some types of documents—Iike newspaper
articles, newsletters, and flyers—are often written in column format. Word also allows you to

adjust your columns by adding column breaks.

4.4.1. To add columns to a document:

1. Select the text you want to format.

-E---|---1---|---2---|---3---|-

Important Contact Info

City of Orlando

Police Dept.: 321.555.1728
Animal Control: 321.555.8915
Water/Sewage: 321.555.6142
General: 321.555.7266

Leasing Office

Phone: 321.555.5463

Fax: 321.555.5464

Email: info@limegroveapts.com

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Sunday 1:00-5:00

N

2. Select the Layout tab, then click the Columns command. A drop-down menu will
appear.
3. Select the number of columns you want to create.
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File Home Insert Design Layout
@ ﬁ IE *# Breaks - Indent

. . ) . EfDLineNumber&:* 3= left: (O
Margins Orientation Size Columns

> = = - be Hyphenation= =& Right 0
Page 5| ] =
L | I SR E One 1« v v
Two
. tant Cc
_ ree
— do
- == Left
- — 2 321.555.17
) == Right trol: 321.555
? o age: 321.555,

== More Columns...

wenerarn 021.555.7266

4. The text will format into columns.

o T B I B R | I'Ellll

Important Contact Info

City of Orlando Fax: 321.555.5464

Police Dept.: 321.555.1728 Email: info@limegroveapts.com
Animal Control: 321.555.8915
Water/Sewage: 321.555.6142
General: 321.555.7266

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Leasing Office Sunday 1:00-5:00

Phone: 321.555.5463

Your column choices aren't limited to the drop-down menu that appears. Select More
Columns at the bottom of the menu to access the Columns dialog box. Click the arrows next
to Number of columns: to adjust the number of columns.
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Columns ? >

Presets
One Two Three Left Right

Mumber of calumns: |2 = [] Line between
Width and spacing Preview

Col# Width: Spacing:

3 <] los 2

ClE__= :

Equal column width
Apply to: | This section w Start new column

If you want to adjust the spacing and alignment of columns, click and drag the indent
markers on the Ruler until the columns appear the way you want.

f%\\s: LI T R ST N S R S R S S S T I -
Left Indent
Leasing Office

Phone: 321.555.5463
Fax: 321.555.5464
Email: info@limegroveapts.com

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Sunday 1:00-5:00

4.4.2. To remove columns:
To remove column formatting, place the insertion point anywhere in the columns, then click

the Columns command on the Layout tab. Select One from the drop-down menu that
appears.
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File Home Insert Design Layout .

@ @ IE ¥— Breaks -

. . . . (9 Line Numbers ~
Margins Orientation Size Columns A
- - - - I:H:- H}fphEﬂEtiDn"
Page 5 ru

One l} -
Two ta

L [ A

Three wdc
- — 3
E=| Left
— trol
_ =Z| Right age
: o 15
- == More Columns...

4.4.3. Adding column breaks

Once you've created columns, the text will automatically flow from one column to the next.
Sometimes, though, you may want to control exactly where each column begins. You can do
this by creating a column break.

4.4.3.1. To add a column break:

In our example below, we'll add a column break that will move text to the beginning of the
next column.

1. Place the insertion point at the beginning of the text you want to move.
glllllé v v d o v v e 0 C B e B

Important Contact Info

City of Orlando Fax: 321.555.5464

Police Dept.: 321.555.1728 Email: info@limegroveapts.com
Animal Control: 321.555.8915
Water/Sewage: 321.555.6142
General: 321.555.7266

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
‘Leasing Office Sunday 1:00-5:00

Phone: 321.555.5463
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2. Select the Layout tab, then click the Breaks command. A drop-down menu will
appear.
3. Select Column from the menu.

File Home Insert Design Layout References Mailings Revi
@ I-_Eﬁ IE "= Breaks Inclent Spacing
- ] D ] Page Breaks 3
Margins Orientation Size Columns

FPage
Mark the point at which cne page ends
and the next page begins.

Page Setup
L | T T T R

Column

Indicate that the text following the column
break will begin in the next column. I} I

] i

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

- Section Breaks

MNext Page
Insert a section break and start the new
section on the next page.

Continuous
Inzert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

B I Wi

Odd Page
) Insert a section break and start the new
- section on the next odd-numbered page.

4. The text will move to the beginning of the column. In our example, it moved to the
beginning of the next column.
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Important Contact Info

City of Orlando Leasing Office

Police Dept.: 321.555.1728 Phone: 321.555.5463

Animal Control: 321.555.8915 Fax: 321.555.5464
Water/Sewage: 321.555.6142 Email: info@limegroveapts.com

General;: 321.555.7266
Office Hours

Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Sunday 1:00-5:00

4.4.3.2. To remove column breaks:

1. By default, breaks are hidden. If you want to show the breaks in your document, click
the Show/Hide command on the Home tab.

Hame Insert Design Layout References Mailings Review Vi
alls - - - — 1— 41— —_— —— A
D Calibrilight E~|14 ~ A A Aa- #f = -:i=-%-. €&3= 7| ﬂln}
Pﬂftf! ¢ B I U-aex,x A--A-=E=== [=- O-H-
Clipboard = Font Fa Paragraph P

2. Place the insertion point to the left of the break you want to delete.
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Ellllld (N TR S R RSN - SRR ST BN RCI -SRI SR

.
Important-Contact:INfoY]........setonsres conmow e
City-of-Orlando+ Leasing-Office+
Police-Dept.:-321.555.1728+ Phone:-321.555.5463+
Animal-Control:-321.555.8915+ Fax:-321.555.5464+
Water/Sewage:-321.555.614 2+ Email:-info@limegroveapts.comf

General:-321.555.72661 Office-Hourse’

!"I ....................... COlMMBEEK -« v ovveverirereren, Monday-Friday-9:00-6:00«
Saturday-10:00-5:00+

Sundav'I:OD-EZOﬂ:::S’ectiun Break (Continuous) .-

Section Break (Continuous)

3. Press the delete key to remove the break.

Ellllld | S SRR SECRCRCIN RCRRCRRCIN -SECRRCRRCI

s aection Break (Continuous )

Important-Contact:Infoq]

City-of-Orlando+ Fax:-321.555.5464+
Police-Dept.:-321.555.1728+ Email:-info@limegroveapts.comf
Animal-Control:-321.555.8915+
Water/Sewage:-321.555.6142+
General:-321.555.7266Y

Office-Hours«
Monday-Friday-9:00-6:00+
Saturday-10:00-5:00+

Leasing-Office+ Sunday-1:00-5:00...5ection Break (Continuous)
Phone:-321.555.5463«

Section Break (Continuous )
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4.5. Headers and Footers

The header is a section of the document that appears in the top margin, while the footer is a
section of the document that appears in the bottom margin. Headers and footers generally
contain additional information such as page numbers, dates, an author's name, and
footnotes, which can help keep longer documents organized and make them easier to read.

Text entered in the header or footer will appear on each page of the document.

4.5.1. To create a header or footer:

In our example, we want to display the author's name at the top of each page, so we'll place it
in the header.

1. Double-click anywhere on the top or bottom margin of your document. In our
example, we'll double-click the top margin.

Word2016_HeadersFooters_Practice - Word

Insert Design Layout References Mailings Review View Q Tell me...

[, [Tmes  cliz <[ A A Aa- e ISP 2232 8L Asmhed ABBC AaBbCA | L

Paste B/I U-aex,x A-¥-A- ==== 1= THeading1 TNormal TNoSpac. = Editing
Clipboard = Font ] Paragraph [P Styles 7} A
|.1---|---§---|---1---.---2---.---3---.---4---.---5---.---6---6---?--- -

Andrew Lyvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, 1s the
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an
issue, 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

2. The header or footer will open, and a Design tab will appear on the right side of the
Ribbon. The insertion point will appear in the header or footer.
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Word2016_HeadersFooters_Practice - Word eader & Foote Eal — O

Insert  Design  Layout  References  Mailings  Review  View @ Tell me... Javier Flores }-1 Share

[ Header~ F [E Quick Parts - r| Eiq Different First Page 5+[0.5" . B
=] -

D Footer = ® l |_—||;| Pictures SN Different Odd & Even Pages “ilo.5" -

Date & Document ) ) Goto Goto § Close Header
[#] Page Mumber - Time Info~ ’:‘@Dnllne Pictures  Heoder Footer | Show Document Text and Footer

Header & Footer Insert Mavigation Options Position Close Pl

L nglllllll‘tlsljé?

| ]
—:' Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an
issue, 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

3. Type the desired information into the header or footer. In our example, we'll type the
author's name and the date.

Word2016_HeadersFooters_Practice - Word Header & Footer Tools
sert Design Layout References Mailings Review View
[Ei4 Previous Different First Page
B = E g = |
] = : Eip Mext Different Odd & Even Pages
Date & Document Quick Pictures Online  Goto Goto ) )
Time Infor  Parts - Pictures Header Footer Link to Previous | |¥] Show Decument Text
Insert Mavigation Options
1---|---g---|---1---|---J_---|---1---|---4---|---5---|
Willa Fisher
12/11/2015]

Header Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South 1n Sewanee, Tenne

4. When you're finished, click Close Header and Footer. Alternatively, you can press
the Esc key.
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Header & Footer Tools /| — O
Javier Flores Q,_ Share

Claﬁﬁader

Insert Alignment Tab e Feeran
Close L

Q Tell me what you want to do...

Different First Page i+ Header from Top: 0.5"

Different Odd & Even Pages

4 k| 4 F

= Footer from Bottom: |0.5"

+| Show Document Text

Options Position

5. The header or footer text will appear.

1---.---g---.---1---|---1---

Willa Fisher
12/11/2015
Andrew Lvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South 1n Sey

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

4.5.2. To insert a preset header or footer:

Word has a variety of preset headers and footers you can use to enhance your document's
design and layout. In our example, we'll add a preset header to our document.

Select the Insert tab, then click the Header or Footer command. In our example,

1.
we'll click the Header command.

Q Tell me what you want to do...

Insert Design Layout References Mailings Review
B Cover Page~ D o] ’-z‘;l FD SmartArt ﬁ Store W E“"‘"‘ % i 7 Headervlk
g = 1 I Chart & [J] Footer -

View

Links  Comment

b Blank Page Tabl Pi Onli Sh Wikipedi Onli
able ictures Online Shapes F . Wikipedia nline
= Page Break o Pictures - i Screenshot - 3 My Add-ins Video - [#] Page Mumber ~
Pages Tables lllustrations Add-ins Media Comments Header & Footer

2. In the menu that appears, select the desired preset header or footer.
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Comment
Retrospect
Comments
o [ECHLMENT TITLE] [BATE)
Semaphore
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EVIEW
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' Review (5
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zrary critici
ilitated exp [& More Headers from Office.com 3
[] Edit Header
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f;..; Eemove Header
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The header or footer will appear. Many preset headers and footers contain text
placeholders called Content Control fields. These fields are good for adding
information like the document title, author's name, date, and page number.

1.---|---E---|---1---|---2---L-L-J---|---4---|---5---|---6---é---?---

IEW

[ Header | 4

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

1ssue, distinguishing it as the oldest continuously published quarterly review in the United States.
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4. To edit a Content Control field, click it and type the desired information.

1---|---g---|---1---|---2---L-L-J---|---4---|---5---|---6---é---?---
ZTitle
| |Andrew Lytle at The Sewanee Reviewﬂ

Atop Monteagle Mountain at the University of the South 1n Sewanee, Tennessee, 1s the

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SK) has never missed an

1ssue, distinguishing it as the oldest continuously published quarterly review in the United States.

5. When you're finished, click Close Header and Footer. Alternatively, you can press

the Esc key.
& Footer Tools = =
'-;-' Tell me what you want to do... lavier Flores Q,_ Share
Different First Page i+ Header from Top: 0.5" -
Different Odd & Even Pages "'+ Footer from Bottom: | 0.5" .
i Cloze er
| Show Docurnent Text Insert Alignment Tab e Eearan
Options Position Close ~

If you want to delete a Content Control field, right-click it and select Remove Content
Control from the menu that appears.
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| Andrew Lytle at The Sewanee Review|

Paste Options:
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=¢ Paragraph...
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Qﬁ Translate
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4.5.3. Editing headers and footers

After you close the header or footer, it will still be visible, but it will be locked. Simply
double-click a header or footer to unlock it, which will allow you to edit it.

1---|---§---|---1---|---1---|---J---l---4---|---

Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewan|
office of The Sewanee Review. Founded 1n 1892, the Sewanee Review (SR
1ssue, distinguishing it as the oldest continuously published quarterly revie

For its first half-century, the magazine existed as a general journal of the |
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4.5.3.1.  Design tab options

When your document's header and footer are unlocked, the Design tab will appear on the
right side of the Ribbon, giving you various editing options:

Hide the first-page header and footer: For some documents, you may not want the
first page to show the header and footer, like if you have a cover page and want to
start the page numbering on the second page. If you want to hide the first-page header
and footer, check the box next to Different First Page.

ers_Practice - Waord Header & Footer Toaols
Mailings Review View Design
[Eq Previous iﬂ:erent First Page
Sl Next Different Odd & Even Pages
Goto Goto
Header Footer Link to Previous | [v] Show Document Text
Mavigation Options

Remove the header or footer: If you want to remove all information contained in the
header, click the Header command and select Remove Header from the menu that
appears. Similarly, you can remove a footer using the Footer command.
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File Home Insert Design Layout References

L (=] Quick Parts ~
O
1 L2 HAE
© I |__||;|Pictur5
Header Footer Page Date & Document ) _ Go to
- ~  Mumber~ Time Info- Dﬁ'D”"”EP'Ct“rE Header
Built-in -
Blank
[Typo hore]
Blank (Three Columns)
[Trpe har] [Type heve] [Trpea Bere] ‘
i
Austin
b
Vb il 1R
L
Banded i
f
L mocumestimEe |
1
@ More Headers from Office.com kol
[ Edit Header l
E;( Bemove Header I}
1

e Page Number: You can automatically number each page with the Page Number
command.

41



File Home Insert Design La

5 ] =k

Header Footer | Page Date & Document Qu
= * |Number= Time Info~  Par

Header &F [ Top of Page B

= [&] Bottomn of Page b
l#] Page Margins »
@ Current Position 3

Erg Eormat Page Mumbers...
= E;'.; Bernove Page Mumbers

e Additional options: With the commands available in the Insert group, you can add
the date and time, document info, pictures, and more to your header or footer.

File Home Insert Design Layout References Mailings Review View
L [El4 Previous
g B = E o s |EE
C ! : : = - Eip Next
Header Footer Page Date & Document Quick Pictures Online | Goto Goto _ _
- =  MNumber~| Time Infor Pars~ Pictures |Header Footer Link to Previous
Header & Footer Insert Mavigation

4.5.3.2.  Toinsert the date or time into a header or footer:

Sometimes it's helpful to include the date or time in the header or footer. For example, you
may want your document to show the date when it was created.

On the other hand, you may want to show the date when it was printed, which you can do
by setting it to update automatically. This is useful if you frequently update and print a
document because you'll always be able to tell which version is the most recent.

1. Double-click anywhere on the header or footer to unlock it. Place the insertion point

where you want the date or time to appear. In our example, we'll place the insertion
point on the line below the author's name.
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Header Andrew Lvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South 1n Sewane

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

1ssue, distinguishing 1t as the oldest continuously published quarterly revier

2. The Design tab will appear. Click the Date & Time command.

Word2016_HeadersFooters_Practice - Word

Design Layout References Mailings Review
[Eiq Previous Different First Pag
e = E |
_ — = : Eip Mext Different Odd & E
Date & Document Quick Pictures Online Goto Goto _ _ |
Timel/} Infa~  Parts - Pictures = Header Footer Link to Previous | [v| Show Document
Insert Mavigation Options

(98]

The Date and Time dialog box will appear. Select the desired date or time format.
4. Check the box next to Update Automatically if you want the date to change every
time you open the document. If you don't want the date to change, leave this option

unchecked.
5. Click OK.
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Date and Time ? >

Available formats: Language:
12/21/15 |Eng|ish (United States)

Monday, December 21, 2015
12/21/2015
2015-12-21
21-Dec-15

12.21.15

Dec. 21,15

21 December 2015
December 15
Dec-15

12/21/15 3:23 PM
12/21/15 3:23:35 PM
323 PM

F123:35 PM

15:23

15:23:35

@E}gpdate automatically:

%] [ ane

6. The date will appear in the header.

1'"I'"g"'l"'1"'I"'2"'I'"1"'I"'4"'I"'5

| Andrew Lytle at The Sewanee Review
December 21. 2015

Andrew Lyvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewane

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

1ssue, distinguishing it as the oldest continuously published quarterly revies
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4.6. Page Numbers

Page numbers can be used to automatically number each page in your document. They come
in a wide range of number formats and can be customized to suit your needs. Page numbers are
usually placed in the header, footer, or side margin. When you need to number some pages

differently, Word allows you to restart page numbering.

4.6.1. To add page numbers:

Word can automatically label each page with a page number and place it in a header, footer,
or side margin. If you have an existing header or footer, it will be removed and replaced with
the page number.

1. On the Insert tab, click the Page Number command.

[l B, 1 ] A }'Sgnatur:Lin: -
l B =NE

[ 53 Date & Time
Header Footer Page Text Quick WordArt Drop

=~ + Number= Box~ Parts~ - Cap~ __|Cl|:|ject -
Header &F [®) Top of Page v | Teat
5 ' '@ Bottom of Page v
l¥] Page Margins v
|£ Current Position ¥
FE Format Page Numbers...

F;.; Remove Page Mumbers

2. Open the Top of Page, Bottom of Page, or Page Margin menu, depending on where
you want the page number to be positioned. Then select the desired style of header.
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3. Page numbering will appear.
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Andrew Lyvtle at The Sewanee Review
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5. Ifyou need to make any changes to your page numbers, simply double-click the
header or footer to unlock it.

If you've created a page number in the side margin, it's still considered part of the header or
footer. You won't be able to select the page number unless the header or footer is selected.

4.6.2. To add page numbers to an existing header or footer:
If you already have a header or footer and you want to add a page number to it, Word has an
option to automatically insert the page number into the existing header or footer. In our
example, we'll add page numbering to our document's header.

1. Double-click anywhere on the header or footer to unlock it.
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| Andrew Lytle at The Sewanee Review I |
December 21, 2015

W

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the
office of The Sewanee Review. Founded 1n 1892 the Sewanee Review (SR) has never missed an

1ssue, distinguishing it as the oldest continuously published quarterly review in the United States.

2. On the Design tab, click the Page Number command. In the menu that appears,

hover the mouse over Current Position and select the desired page numbering style.

File Horme Insert Design Layout References Mailings Review =" Design
D D . F ﬁ |;| I-_‘ [Ei4 Previous Different F
G} [Eip Mext Different C
Header Footer Date & Document Cuick Plctures Onlme Goto Goto _ )
- - Number' Time  Infor Parts~ Pictures Header Footer Linkto Previous  [¥] Show Doct
Header & F E Top of Page b |ert Mavigation 8]
= [E Bottom of Page r 'E"""'1'"""2"""'3"""'4
k) Page Margins »
[#] Current Position b Simple -
Erg Format Page Mumbers... Plain Number
. E;.( Remove Page Mumbers
: |
Page X z
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: i|Page L
]
- Accent Bar 2 1
Pape |1
L
_ S i
+
- -
[ More Page Mumbers from Office.com *

3. Page numbering will appear.
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| Andrew Lytle at The Sewanee Review Page |1
December 21, 2015

Atop Monteagle Mountain at the University of the South 1n Sewanee, Tennessee, 1s the
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

1ssue, distinguishing 1t as the oldest continuously published quarterly review mn the United States

4. When you're finished, press the Esc key.

-E---.---1---.---z---.---3---.---4---.---5---.---6---‘5---?---

December 21, 2015

Andrew Lvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South 1n Sewanee, Tennessee, 1s the
office of The Sewanee Review. Founded in 1892, the Sewarnee Review (SR) has never missed an

1ssue, distinguishing 1t as the oldest continuously published quarterly review 1n the United States.

4.6.3. To hide the page number on the first page:

In some documents, you may not want the first page to show the page number. You can hide
the first page number without affecting the rest of the pages.

Double-click the header or footer to unlock it.

From the Design tab, place a check mark next to Different First Page. The header
and footer will disappear from the first page. If you want, you can type something
new in the header or footer, and it will only affect the first page.

N —

ers_Practice - Waord Header & Footer Toaols
Mailings Review View Design
[Eq Previous iﬂ:erent First Page
Sl Next Different Odd & Even Pages

Goto Goto
Header Footer
Mavigation Options

Link to Previous | Show Document Text
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If you're unable to select Different First Page, it may be because an object within the header
or footer is selected. Click in an empty area within the header or footer to make sure nothing

1s selected.

4.6.4. To restart page numbering:

Word allows you to restart page numbering on any page of your document. You can do this
by inserting a section break and selecting the number you want to restart the numbering with.
In our example, we'll restart the page numbering for our document's Works Cited section.

1. Place the insertion point at the top of the page you want to restart page numbering
for. If there is text on the page, place the insertion point at the beginning of the text.

I Works Cited

otte. The Fugitive Legacy: A Critical Historv. Baton Rouge: LSU Press, 2001.

e, “Femaking The Sewanee Review” Chattahoochee Review 8 (1988): 71-7.

vanee Review: A Critical and Editorial History.” Sewanee: University of the South

2. Select the Layout tab, then click the Breaks command. Select Next Page from the
drop-down menu that appears.
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File Home Insert Design Layout References Mailings Rewi

@ @ IE "= Breaks - Indent Spacing

i i i i Page Breaks
Margins Orientation Size Columns

= - - . Page
Page Setup ’ Mark the point at which one page ends
L 1 and the next page begins,

Column

Indicate that the text following the column
break will begin in the next colurmn,

WD L

Text Wrapping 1
= Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page 4
Insert a section break and start the new
section on the next page. [} E

1
-

AT [

Continuous
Insert a section break and start the new
section on the same page.

Even Page i
) Insert a section break and start the new
- section on the next even-numbered page. =
) i Odd Page
r:-. = Inzert a section break and start the new

section on the next odd-numbered page.

3. A section break will be added to the document.
4. Double-click the header or footer containing the page number you want to restart.

C e e G e 5 1 C g (_«, 7
Page | 27
I
----------- “’Drkscltgd|5.ameasPremuus

Legacy: A Cntical History. Baton Rouge: LSU Press, 2001.

Sewanee Review.” Chattahoochee Review & (1988): 71-7.

ritical and Editorial History.™ Sewanee: University of the South
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5. Click the Page Number command. In the menu that appears, select Format Page
Numbers.

File Home Insert Design Lay
O DN b g
Header Footer age Date & Dncument
W @ Numb-er* Time Info - Dﬁ'
Header & F B IDF' DprgE *
= [#] Bottom of Page k
l=] Page Margins 3
[#] Current Position k
5 Erg Format Page Mumbers...
E;'..; Remowve Page Mumbers

6. A dialog box will appear. Click the Start at: button. By default, it will start at 1. If
you want, you can change the number. When you're done, click OK.

Page Mumber Format ? *

Mumber format: |1, 2, 3, ... B
|:| Include chapter number
Chapter starts with style: |Heading 1

Use separatorn: - [hyphen)
Examples: 11, 1-A

Page numbering

O Continue from previous section

@S.tartgt: 1 =

7. The page numbering will restart.
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1 i 1 4 . 1 5 1 & _
Page |1
___________ ii;t;;'_k_r:_‘_.'l“t&ﬂ_““““““““““““““““““““““| Same as Previous

_egacy: A Critical History. Baton Rouge: LSU Press, 2001.

Sewanee Review.” Chattahoochee Review 8 (1988): 71-7.

ritical and Editorial History ™ Sewanee: University of the South
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