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Headers

Information.
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In addition to page numbers, a header or footer can contain

Information such as:
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Procedure

= Select the Insert tab.
= Click elther the command.

= The header I1s a section of the document that appears In the

.
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= The footer 1s a section of the document that appears In the

= Double-click anywhere on the top or bottom margin of your

document for editing.
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Page number

= The page number Is usually located at the ,
but sometimes can be found In the upper left or upper-right corner of

the document.
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