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WORD 2007 HEADER AND FOOTER

1.  At the top of the page, click the “Insert” Tab
2. In the middle of the page, click the “Header” tab.

a. Select “Blank” for your header.

3. Towards the right side of the upper toolbar, click on the “Insert Alignment Tab” button on the “Position” tab.

a. Select “Right” for alignment

b. Select “None” for leader

c. Click “Okay”

4. Towards the left side of the upper toolbar, click on the “Insert Page Number” button on the “Header and Footer” tab.

a. Click on the bar that says “Top of Page” in the drop down window

b. Select “Plain number 3,” which has the number at the right side of the page

5. Your cursor should be blinking in front of the number that has appeared on the screen in the header area.

a. Type your last name, followed by one space

6. On the “Options” tab, click on “Different First Page” 

7. Leave the Header on the first page blank

8. On the top right corner of your screen, hit the big red “X” that says “Close Header and Footer”

WORD 2003 HEADER AND FOOTER

1. Click “View”

a. Click “Header and Footer”

i. Click the “Align Right” button at the top toolbar

ii. Click “Insert Page Number” on the “Header and Footer” toolbar

iii. In front of your page number, type your last name

iv. Click the “Page Set-up” button on the “Header and Footer” toolbar

1. Click the “Layout” tab on the “Page Setup” window

a. Select “Different First Page”

b. Click “Okay”

2. Leave the first page header blank

When it’s done, it should leave your last name followed by the page number in the upper right-hand corner of every page except the first page:
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