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To format a running header (your last name and page number starting on the first page of writing) follow these steps.

1. Open up your word document

2. Select “view” from your top navigation bar

3. Select “header and footer”- a box will pop up on your paper and the “header and footer” tool bar will appear. 

4. Select the “align right” icon from your top tool bar so the curser displays at the right side of the header. Type your last name.

5. Then select the first “#” icon on your “header and footer toolbar”- when you roll over it, it should say insert page number- click on it. – the number “1” should now appear after your name.

6. Click back in your box to put a space between your name and the page number. 

7. Close the “header and footer” view by selecting “close” on the “header and footer” tool bar.

