
Multipage 
documents created

With Word's special features

Word for Windows includes a variety of special features that make creating a multipage document eassier.  These include methods for automatically creating:

1
.
Headers (text to print at the top of eacch page)

2.
Footers (text to print at the bottom of each page)

3.
Page Numbers (included in your header)

You will create each of these in this report.  In addsition, you will learn how to change line spacing, how to edit headers and footers, and how to suppress the printing of headers, footers, and page numbers on certain pages.

Lined Spacing

In many multipage documents, more than one type of linne spacing is used.  Word allows you to set a variety of spacing.  This document will provide practice in using settings of 1 (single spacing) and 1.5 (between single and double spacing).

Headers and Footers

Headers and footers add a professional touch to the apppearance of a document.  A header is repetitive information that appears at the top, on the first line, of every page in the document.  A footer is also repetitive information, but it appears at the bottom, on the last line, of each page.  Headers and footers usually contain a title, a page number, a date, or a message of some kind, such as “Confidential” or “Draft.”  One blank line is automatically inserted between headers or footers and the body text.  To add extra space between a header and the body text, press Enter after typing the header text.  To add extra space between a footer and the body text, press Enter before typing footer text.

Page Numbers

Quite often a header or footer includes a page number.  Note the steps to insert a page number into a header or footer.  Page numbers can also be inserted in a document without using headers and footers.  You will learn how to do this in Lesson 11.

Editing Headers and Footers

You can edit headers and footers after they have been created by selecting Edit form the appropriate dialog box.  You can delete a header or footer by deleting the code.

Suppressing the Printing of headers, Footers, and Page Numbers

Word provides the capability of suppressing the prinnting of headers, footers, and page numbers on certain pages where you do not want them to appear (such as the first page of a document).  You select what you want to suppress through the Suppress dialog box.

Viewing Before printing

You can see how both pages of this two-page document look before you print them by placing the insertion point on the first page and clicking on View and then on Two page.  You can then print the document by using the print icon on the Toolbar or return to the original document by clicking on View and then Page or keying Alt+F5.

Printing Multipage Documents

The Print dialog box offers you various options.  Choose Full Document to print the document in the current active window.  Choose Current Page to print only the page where the insertion point is located.  Current Page is especially useful when you need to print only a single page of a document.  Choose Multiple Pages to print pages that you will specify.  Multiple pages is especially useful when you want to print some, but not all, of the pages in a document.
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