
Header and Footer Instructions
Uses: Page number, letter address, document title, company logo
General Use: Repetition
[bookmark: _GoBack]Required Materials: A computer, updated version of Microsoft Word 2013, keyboard, computer mouse, monitor
Header and Footer Instructions
1. Click insert
2. Click header, footer, or page number
3. Select a style
4. Insert desired text
5. Click “Close Header and Footer” button 
