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Learning Outcomes

e [nsert text into header and footer.

Headers and footers are the top and bottom sections of the document respectively. They are
separate sections from the main document, and are often used to hold footnotes, page
numbers, titles, and other information.

The header and footer controls are in the Header & Footer group of the Insert tab.
(Insert>Header & Footer)
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The Header and Footer options each contain a dropdown menu. Click one of the Built-in options
to insert it, or select Edit Header (or Edit Footer) to edit the header (or footer).
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RowanGo also offers a new long-asked-for feature;

-
credit or debit magnetic stripe card transaction at cre '
cards, credit cards, gift cards, loyalty cards, and coupon ct
their smartphone.
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The header/footer will be represented by a dotted line. While in header/footer mode (when the
dotted lines are visible), you cannot edit the main text. You can go back to editing the main text
by selecting the Close Header and Footer option on the right side of the ribbon.
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[ser]  New RowanGoApp

Want great savings on the go? The new RowanGo app is free and available on 105 and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers
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technological innovation and tocus on interoperability emerging as prominent trends by 2018.

In developing countries, mobile payment solutions have been deployed as a means of extending

financial services to communities known as the “unbanked” or “underbanked,” which are estimated to
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The information in the header or footer is repeated in every header or footer in the document.
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[Beser]  New RowanGoApp

Want great savings on the go? The new RowanGo app is free and available on i0S and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers
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[ Header | represent as much as 50 percent of the world’s adult population, according to Financial Access's 2009 |

Report “Half the World is Unbanked.”

Forms of Mobile Payment



Second page

Practice Question

How many pages does the header and footer appear on in the document”

() the cover page

See this interactive in the course material.

Page Numbers

You can number the pages in your document automatically in the header/footer options with the
Page Number option.
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Choose a location on the page by going to the Top of Page, Bottom of Page, Page Margins, or
Current Position options and selecting an alignment. (Current Position refers to where the
cursor is located.)


https://courses.lumenlearning.com/wm-computerapplicationsmgrs/chapter/headers-and-footers/

H ©- Document] - Word Hea...
File Home Insert Design Layout References Mailings Review View
[] Header~ E\ [E] Quick Parts - |-_| g 405"
=) —
[Z] Footer~ C) . [ Pictures En ) +/0.5"
Date & Document o Goto Goto Options
[<] Page Number~ Time Info- L& Online Pictures Header Footer M
B Top of Page 3 Insert Mavigation Position
[¥] Bottom of Page *  Simple
[ Page Margins b |Plain Number 1
[#] Current Position »
E‘E Format Page Numbers... 1
B'.( Bemove Page Mumbers
would _bE douf Plain Number 2
excluding cont
5300 billion gl
during the nex .
to 9 percent b
technological i
In developing i Plain Number 3
financial servic
1
@ More Page Nurmnbers from Office.com
Page10f 2  7289words [T% s —

The page number will be repeated on every page in the header or footer, but the number will
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change to reflect the appropriate page number. You can also change the way the pages are

numbered by going to the Format Page Numbers option.
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