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MS Word 2016 HEADERS/FOOTERS 

Use the same method to add either a header or footer. A footer is my preference. 

 

 

ADDING A DATE IN FOOTER 

 

 

 

Click on the INSERT TAB 

Drop down arrow to right of 

Header or Footer 

In Header & Footer Tools 

Choose DATE & 

TIME 

Choose Date 

Format 

Make sure it is English (UK)  

I prefer to use Edit Footer, 

though you might like to 

choose one of the styles 

Click OK 
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ADDING A PAGE NUMBER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In Header & Footer Tools 

Click on PAGE NUMBER > 

CURRENT POSITION 

Choose style of Numbering 

To close Header or 

Footer click X 

Or double click on main 

body of document 


