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How to create a header in Microsoft Word document
Introduction:
All the humanities classes at NJIT require the students to have a header on every paper they type and hand in. The header usually includes the student’s name and sometimes the page number. The header is located at the top right of each page.

Assumptions:
· The user is an NJIT student enrolled in a Humanities class and is required to have in the header his/her name and the page number.
· The user is moderately skilled in Microsoft Word. 

· The user has Microsoft Word open and ready to follow the steps.

Instructions:
1- On the top left of Microsoft Word click on “View.” The first four options on the list are different ways to view your page.  The first option you have is “Normal,” which enlarges the page across the whole screen. The second option is “Web Layout” which is similar to the “Normal” but for webs. The third option, “Print Layout,” makes you overview the printable version of the paper. The fourth option, “Reading Layout,” allows you to view two pages at a time as if you are reading a book. The fifth one, “Outline,” makes you type in bullets. Afterwards, is the option “Thumbnails” which makes you view a list of all the typed pages on the right side so you can pick which page you want to type in easily. Next, is the option header and Footer. The last option is zoom which allows you to custom zoom in and out of the page
2- Scroll down the list and click on “Header and Footer.
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3- A rectangle should appear with the word header on the top left of it. Also, a new toolbar will appear.
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4- Type your full name inside the rectangle. 

5- Press Ctrl and R to align your name on the right side. If you wish to center your header, simply press Ctrl and C and if you want to align it on the left, press ctrl and L
6- Click on the first icon from the right that has the symbol “#”. A number should appear next to your name.
7- On the new toolbar, click “close”

NOTICE: If you ever want to edit your name, just simply double click on your name (the header) and the header toolbar will appear.

Result:

After following these instructions, you would have created your header successfully.  Your name and the page number should automatically be on each page you type in.

-First page should look like this:
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