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A header is information that appears on every page of your document. If you have a three-page document, it is important for your name, the date, the composition title and the page number to appear on each page. Naturally, it would be difficult to type all this information yourself on every page. For one thing, the top of the page keeps changing as you add, change or delete information in your composition (the document). By inserting a “header,” you can tell the printer to put this recurring (repeating) information at the top of each page, wherever the top of the page happens to be, when you print your document.


To make a header, click on View on the Menu Bar.


Click on Header and Footer.


You will see a box with dotted lines at the top of your document. You are going to type your header inside this box:

First, make sure the Font Size is 12 (not 10) before you begin to type anything!

1. Hit {Tab} twice and type your name, first and last.

2. Hit {Enter} once.

3. Hit {Tab} twice and create the date by clicking the Date icon in the Icon Bar. It is the icon next to the Clock icon. When you click it, the date will be written automatically.

4. Hit {Enter} once.

5. Hit {Tab} twice and type the class like this: ESL099.8485

6. Hit {Enter} TWICE (to leave an extra space).

7. Type the title of your composition on the left side of the page.

8. After you have typed your title, DO NOT hit {Enter}. Instead, hit the {Tab} key once (or if necessary, twice) so that the cursor goes all the way to the right side.

9. Now you must click on the Icon Bar again. Click on Auto Text and then click on Page X of Y. This will automatically place the correct page number (X) and correct total number of pages (Y) on each page of your document.

10. Hit {Enter} TWICE.

11. Click Close, on the Icon Bar. The header will disappear and you will see your document again, in the normal view. If you want the header to appear at all times, choose View in the Menu Bar, and Page Layout. If you don’t want to see the header at all times, choose View in the Menu Bar, and Normal. You can also see what your paper will look like when you print it by clicking File in the Menu Bar and Print Preview.
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