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Inserting headers and footers

Microsoft Excel 2007

Header and footer texts live inside of the top and bottom margins.
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1. Insert > Header & Footer
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2. The Header & Footer Tools > Design Tab appears, allowing you to type in a header and footer
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3. For custom header and footer options click Page Layout > Page Setup > Header/Footer
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Header preview

Header and footer templates are here
by clicking the drop lists.

Header:

,4 {none) M

[ Custom Header .., ] ’ Custorn Fooker, .. ]

Footer: \ /

Noore \ / ~]

Footer preview

[] cifferent odd and even pages
[] cifferent First page

Scale with document

[] align with page margins
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Click Custom Header and Footer to
customise your own header and footer
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4. Click Customer Header or Custom Footer button > fill out the appropriate information > Click OK when finished.

Header
Header
To format kexk: select the texk, then choose the Format Text button,
Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,
Tainsert pickure: press the Insert Pickure button. To Format your pickure, place the .
cursar in the edit box and press the Format Picture button, Th ree d |fferent
alignments.
* * * * . L4
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Button Code Function
A - Changing font style, size,
&[Page] Inserts page number
&[Pages] Inserts the total number of pages
&[Date] Inserts the date
&[Time] Inserts the time

&[Path]&[File] Inserts the file name and its name
&[File] Inserts workbook name

&[Tab] Inserts the current worksheet name

Displays the Format Picture dialog box to insert a picture, e.g. company

&[Picture] logo

¢ BOEe <

--- Displays the Format Picture dialog box so you can modify picture
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5. Perform Print Preview (Office Button > Print > Print Preview) to see the finished result
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Preview and print the document i
Hew
Print
p Select a printer, number of copies, and ]
y Open other printing options before printing.
& Quick Print k
| I Save Send the workbook directly to the default
- printer without making changes. -
— Print Preview !
n Save Az F ( :
= Preview and make changes to pages before
printing.
I Print b
Joe Bloggs Pagelofl Assignment One

Print preview in footer
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