USING WORD: PAGE NUMBERS, HEADERS, AND RUNNING HEADS

Inserting Page Numbers

1. Click the “Insert” tab.

2. Click the “Page Number” button. Look through the available options to find the correct position for your page
number. Most citation styles (e.g., APA, MLA, Chicago) require a page number in the top right corner of each
page (“Plain Number 3”).

e |n some citation styles, you must type your last name immediately to the left of the page number.

AutoSave (® ¢ Using Microsoft Word
File Home @ Design Layout References Mailings Review View Help 52 search
= H B2EDY O Bl g 8 = W B @ [} A 3
””” i Get Add-ins B i
B 0O = = g 10 % b= @+ CF |H g @ [k I
Cover Blank Page Table Pictures Online Shapes lcons 3D SmartArt Chart Screenshot | Document £ My Add-ins ~ Wikipedia | Online Link Bookmark Cross- Header Footd
Page~ Page Break © Pictures -~ Models - < Item s Video = reference < <
Pages Tables Nustrations Tap Add-ins Media Links Comments Header & Foo!

Inserting Headers

1. Click the “Insert” tab.

2. Click the “Header” button (two buttons to the left of the “Page Number” button) to insert text at the top of
your page that will also appear on subsequent pages of your document. Choose “Blank Header”. Alternatively,
you can double-click at the top of the page where the header would go.

3. Note: To align the text in your header to the left, right, or center,
highlight the text with your mouse, click the “Home” tab, then
click the desired option: “Align Left,” “Center,” or “Align Right”.
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1. Follow the instructions for inserting a page number in the top
right corner of the page.

2. Immediately to the left of the page number, type a shortened version of your title in all caps (capital letters).

3. With your cursor between the title and the page number, press the tab key (on your keyboard) twice. Your
running head should now be aligned to the left of the page, while your page number remains aligned to the
right.

4. Click the “Close Header and Footer” button (or double click
anywhere on your document) when you are finished.
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