Headers and Footers

1.
From the Menu Bar select View.

2.
Highlight Header and Footer and press enter.
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The following Toolbar will display. From here you can select from a list of text that you have used the past. Insert the page number, time or date. And flip between your header and footer.

4.
Make certain that you leave a margin of at least .5 inches at the  top  and bottom of your page to print out your header and/or footer.

5.
Remember that a header and footer will print out on each page of a document and that they will only show up on the print or preview screen.

