Creating Running Headers w/ Page Numbers in Word

PC

While in Word, do the following:
1. Click the “Insert” tab.
2. Inthe “"Header & Footer” group, click “Page Number.”

3. In the menu under “Page Number,” Choose “Top of Page” then “Plain Number 3.”
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Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem '

: Ipsum has been the industry's standard dummy text ever since the 1500s, when an unknown

: Plain Number 3
- printer took a galley of type and scrambled it to make a type specimen book. It has survived not

: only five centuries, but also the leap into electronic typesetting, remaining essentially unchanged.

- It was popularized in the 1960s with the release of Letrhset sheets containing Lorem Ipsum Page X

Accent Bar 1

o passages, and more recently with desktop publishing software like Aldus PageMaker including
e

versions of Lorem Ipsum.
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4. On the top bar, under “Header & Footer Tools,” click the box next to “Different First Page” to add a check mark.
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5. Click into the white space to the left of Page 1 just above where it says “First Page Header.” Then type the words
Running head followed by a colon, followed by a space and the TITLE OF THE PAPER IN CAPITALS.



6. Tap the “TAB" keyboard button twice and then type in the number "1’
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Running head: TITLE OF PAPER L
Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem

7. Scroll down to the second page of the document. Click inside the header, the cursor should be to the left of the
number “2.” Type the TITLE OF THE PAPER IN CAPS (do NOT add the word Running head as per APA format) and
then tap the TAB key twice to move the title to the left margin.

8. Close the Header and Footer editing box by using the button in the top bar or clicking anywhere in the body of
the paper.

9. The first page of the paper should now have the “Running head: TITLE” with page number 1 and the second and
subsequent pages should be numbered as such with the TITLE OF THE PAPER added to the left.

aliquet pisi, Sed eget malesuada erat. Cras rutrum facilisis nisi quis fringilla. Sed sem metus,

TLE OF PAPER
faucibus iaculis. Sed cursus lacus et pulla luctus, in interdum justo vestibulum. Etiam eget
aliguet nisi, Sed eget malesuada erar. Cras mtrum facilisis nisi_quis fringilla. Sed sem metus,

mollis a massa cget, dictum posuere nisi. Donec eget mattis arcu, quis ullamcorper sapien. Ut

TITLE OF PAPER
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mauris tempor orci in_ante

faucibus iaculis. Sed cursus lacus ¢t nulla luctus, in interdum justo vestibulum. Etiam eget
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Creating Running Headers w/ Page Numbers in Word

Mac

While in Word, do the following:
1. Click INSERT > HEADER then check off “Different first page”
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2. Type the first page header (Running head: PAPER TITLE) and then TAB twice over to
right and type the number 1
3. Go down to page 2 in your document; double-click the header and type the paper title

in all caps; DO NOT ADD PAGE NUMBER

PAPER TITLE



4. Click INSERT > PAGE NUMBER > PAGE NUMBER (1° option)

5. In the options window, choose: Top of page, right; DO NOT CLICK SHOW NUMBER ON

FIRST PAGE AS YOU ALREADY ENTERED IT MANUALLY
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6. You should now have a different page one with the words Running head followed by your title in caps,

just the title on subsequent pages, and all pages numbered

Running head: PAPER TITLE |

PAPER TITLE
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