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Microsoft Excel Exercise #11: Headers and Footers 
Changing how your data appears in the body of your worksheets can make it easier to read and understand but there may be other attributes which you want your readers to know about.  For example, borders, font attributes and other such things don’t indicate when the worksheet was last opened or to whom it belongs.  You could always add this type of information at the top of the worksheet but you would need to change it after each time you change the worksheet.  Additionally, if you wanted this information to appear at the top or bottom of each page, you would need to type this information as many times as there are pages in the worksheet.  You would also need to ensure that this information appeared in the proper place on each page.
There is a much easier way.  By the end of this lesson, you will learn how to insert headers and footers in your worksheets.  A header is a section that appears at the top of every printed page.  A footer is a section which appears at the bottom of every printed page.  Both are fully customizable.  Excel XP, in fact, contains a new feature which allows you to add graphics.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Open your budget worksheet.
6. Erase any header information which you may have previously entered at the top of your worksheet (e.g. “Sally’s Budget”).

7. On the View menu, click the Header and Footer command.  The Page Setup dialog box appears opened to the Header/Footer page.

8. Click the Custom Header button.  The Header dialog box appears.

9. Click anywhere in the left section.

10. Type your name and <ENTER>

11. Click the Insert Date button.  &[Date] appears.
12. Click the Center section.

13. Type “Budget 2003”.

14. Highlight this text.  It now appears in a black background.

15. Click the Font button.

16. Select Arial 12-point boldface type.

17. Click on the right section.

18. Type “Mr. Verlin” followed by <ENTER>.

19. Type “Kappa” followed by your section.

20. Click OK.  The Custom Header dialog closes.
21. Click OK.  The Page Setup dialog closes.

22. Select the Print Preview command from the File menu.  The custom header you built appears at the top of the worksheet.

23. Now let’s add a graphic to the footer.

24. Bring up the Page Setup dialog as before.
25. Make sure that the Header/Footer page is selected by clicking on the tab.

26. Click the Custom Footer button.  The Footer dialog appears.

27. Click anywhere in the Center section.

28. Click the Picture button.  The Insert Picture dialog opens with the My Pictures directory open.

29. Select any graphic in this directory and click the Insert button.  &[Picture] appears in the center section of the footer.

30. Click OK to close the Footer dialog.

31. Click OK to close the Page Setup dialog

32. Execute the Print Preview command as before.  The graphic you selected should appear at the bottom of the worksheet.

33. Call your teacher for a grade.

