

Header and Footer – Office 2007


   To add a footer:


Insert


Footer


Blank


Insert


Quick Parts


Field


File name – put check mark by add path to file name


Click ok


Click header and footer at the top


Click the X to close the header and footer








Caption and Source in a Text box – Office 2007


Select the text box tool. (Click the Insert tab, click Text Box on the ribbon, click Simple Text Box) Draw the text box


Go back to the internet picture – highlight the caption – copy


Go back to your text box – click in the text box – Paste – remove any hyperlinks like you did for the picture – press the enter key


Type in title of the web page that is the source of your picture.


To be able to see the words of your paragraph you must Format the Picture’s Layout to Square.  Position the text box by dragging it just beneath the picture – you might have to resize it – it must be the same width as the picture – no extra white space at the bottom, but make sure you can read all the words in it


Change font to Arial size 10 - Center the text.





Insert Graphic from Internet





Find the picture you want on the internet (ok to use Google Images) Right click – Copy – Keep the site open you will need to go back to it for the caption and source





Go to your document�Place your cursor where you want the picture - Right click - Paste





If you just get a blank white space instead of the picture:   When you right click on the picture, click Save Picture As – save as a jpg in your own folder.  Then go to your document - Place your cursor where you want the picture – Insert – Picture – get to your own folder, click on the filename for the picture – click Insert





Remove the hyperlink (if when you put your mouse on the picture you see a pointing finger instead of an arrow):  Right click on the picture – Hyperlink – Remove Hyperlink





To be able to move the picture you must click on it, then - Format – picture – layout – square – ok





Center it later:


Insert – Footer – Edit Footer


Home – click the center alignment button


Press escape to close the header and footer contectual tab








PAGE BORDER


don’t have anything selected or highlighted


Page Layout Tab


Page Background Group – Page Borders – choose style, color, and width (don’t choose Art), on the right side be sure it is applied to the Whole Document


Click OK












