
ESSAY HEADER AND FOOTER

When you submit your essay (assignment) for marking, there is a set format you On the computer â€“ use 'Insert'
>header or footer > insert your name, student.

Design tab options When your document's header and footer are unlocked, the Design tab will appear on the
right side of the Ribbon, giving you various editing options: Hide the first-page header and footer: For some
documents, you may not want the first page to show the header and footer, like if you have a cover page and
want to start the page numbering on the second page. Type your professor's name, and then Enter. From the
Home tab, in the Styles group, right-click Normal, and then click Modify. Excel Documents The following is
an example of headers and footers in a Microsoft Excel document. Then click OK, as shown below. Click on
the Align Left icon so that you will begin typing on the first line. Note: If you are writing a research paper in
the MLA format that includes a title page and an outline page or pages before the body of the paper, you can
download a template and substitute your information on the title, outline pages, and first page of the body of
the paper. In the Indents and Spacing section, click Special and then click Hanging. Set the page margins to
one inch. In our example, we'll add a preset header to our document. Then press the spacebar once to leave a
single blank space after your last name. Type the title of your paper, capitalizing the first word and all major
words and proper nouns. Type the course identification, and then Enter. The header or footer will open, and a
Design tab will appear on the right side of the Ribbon. Simply double-click a header or footer to unlock it,
which will allow you to edit it. Type the date. Be sure to press the Enter key once only when you have
completed a paragraph: 5. Place the insertion point where you want the date or time to appear. Click the Align
Left icon or, from the menu bar, select Format and Paragraph, select the Indents and Spacing tab, and change
Alignment to left. Watch the video below to learn more about headers and footers in Word. In our example,
we'll click the Header command. Type Works Cited do not underline, boldface, italicize, or enclose the title in
quotation marks. Creators of documents should consider that readers will print, disassemble, reassemble,
staple, sort and file the document.


