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We’ve all seen a document with a footer. It’s that bit of text or graphics in the margin area at the bottom of each page in a book or article. It may contain the page number, date, or other information. But how many of us add footers to the documents we create? Microsoft Word offers easy creation of footers and many options for footer content and formatting. Knowing what these options are and how to add them to a footer will give you one more way to enhance your documents.
Some kinds of information which can be included in a footer are listed below:
· Date and time– either the date the document was created or the date/time it was last opened

· Document properties – title, author, subject, company or organization, etc.

· Page numbers – a single number aligned left, right, or center; or variations, such as “Page X of Y”

· File Name – the file path of the document; for example, “c:/msoffice/winword/report/sales2009.doc”

· Graphics – a logo, line, shape, clip art, or photo; color or grayscale

· File properties – number of words, file size in bytes, etc.

· Hyperlink – link to a web page or a folder on your computer  
· Variations – different footers on odd and even pages, footers which coordinate with Word themes 
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The steps for inserting a footer in Word are simple. Open the document and click the Insert tab – Footer. This reveals a list of 20 preformatted footer templates from which to choose (Fig 1), from blank footers to ones that coordinate with the Word themes. To use one of the footer templates, click one and it will appear in the document’s footer area. Add the information you want by highlighting the preset text and typing your own. It also opens the Header & Footer Tools Design tab on the ribbon. (Fig. 2) This is a contextual tab that opens only when a footer is active. Click ‘Design’ to show a ribbon of tools specifically related to headers and footers.  
To create a custom footer to save for use in future documents, open any document, click Insert – Footer, and choose any of the templates. (Notice the body of the document becomes grayed out (inactive) while you are working in the footer area. To return to the body of the document, double click anywhere in the body.) 
I use the Blank (Three Columns) footer to customize because it can be useful for many sorts of documents. This footer lets me include three pieces of information. I select the left [Type here] field in the footer and type my name. Then I select the center [Type here] field to add a page number. To do this, I open the Header & Footer Design tab. Then I click Page Number in the Header & Footer group, and choose Current Position, then Simple (Plain number).  
To add a date, I select the right [Type here] field. On the Header & Footer Design tab, I click Date & Time (next to Page number). Now I have decisions to make. First, I select the date format I want. Then I decide if I want to include the date that the document was first saved or the date it was last saved. If the latter, then I click the box next to ‘Update automatically’, and click OK. If I want all future documents to update automatically, I click ‘Set as Default’ prior to clicking OK. (Fig. 3)
Once your footer is complete, you can save it to the Footer Gallery so you won’t have to re-create it each time you want to use it. Click in the left margin next to the footer to select it. Then click Footer at the left end of the Header & Footer Design ribbon and click “Save Selection to Footer Gallery” at the bottom of the Footer list. (Fig.4) This opens the Create New Building Block dialogue box.
Give your new footer a name, such as “(Your name or initials) footer,” and choose the Footers Gallery from the dropdown list next to Gallery. You don’t need to make any other changes in this dialogue box. (Fig. 5) 
To use the custom footer in a new document, click the Insert tab – Footer.  Find your custom footer in the gallery. Click it once, and it will appear in your document. 
Your custom footers will be stored as Building Blocks in the Quick Parts gallery on the Insert tab. This is where you can edit or delete them. You will find many other pre-formatted, theme-based “quick parts” in this gallery.
Figure 1 Footer gallery in Word





Figure 2 Header & Footer Tools Design tab





Figure 3 Set a date in a footer





Figure 4 Save a custom footer to the Footer Gallery





Figure 5 Saving a Custom Footer








