How To Create and Format A Header For Your Paper

1. Sign on the computer with name and password

2. Go to START

3. Then go to MICROSOFT WORD

4. Go to VIEW

5. Then go to HEADER AND FOOTER

6. Go to the toolbar at the top of the document and click on the symbol for Align Right

7. Type your last name followed by a space

8. Go to the Header and Footer toolbar and click on the symbol for Insert Page Number

9. Go to the Header and Footer toolbar and click on the word “Close”
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