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Click on the blue, underlined text to go to its linked reference.

In multi-paged documents, it's helpful to place a line at the top of the page
indicating the title of the document and some times the page numbers. Here's
how to do that. In this example, I'll create a title and page numbers.

Headers/Footers M |

1. From the MenuBar, select Insert » Header. Select
@ Header & Edit

-~ Header B | Discontinue

2. In the popup window, click on “Create” button Fooerh [ cance |

. _ Footer B E
(Figure 1). B

| Align with document margins

3. Type the title (Figure 2).

| This is the title Il

Figure 1

Figure 2

4. Use Alt+F7 keys to create a “flush |msistetie 1
right” for the page numbers.

Figure 3

La Wordperfect X4 - [Document? (Header A1

B File Edit View Insert [Format | TblTIdeHIp‘

5. From the MenuBar, select Format » U 282 :] ﬂ%ﬁ
Page » Insert Page Number (Figure 4). — g B

Columns...
Page »|  PageSetup..

4

Justification , Center
Margins... Ctrl+F8
Make It Fit

Keep Text Together

Envelope.
Labels

Figure 4
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Insert Page Number — @u

6. With the “Page” selected, click on
“Insert” and then “Close” buttons
(Figure 5).

Secondary Page
Total Pages

Figure 5
7. The page number appears at the [Mmsisteite |
right margin (Figure 6). Figure 6
8. Type “of to indicate that this is page |msistreiite 10f |
1 of some number of pages (Figure 7). Figure 7
[ Insert Page Numb_er‘t &u‘

9. From the MenuBar, select Format » || number Type Value
Page » Number. In the resulting win-
dow, click on “Total Pages”, the “Insert”
button, and then the “Close” button
(Figure 8). i |

Figure 8
10. Now “1 of 1” shows at the right [msistetie tof 1]
margin (Figure 9). If there were three Figure 9
pages, it would be “1 of 3” (Figure 10).
This is the title 10f3 ||
Figure 10

11. From the MenuBar, select File » Close to exit the Header.
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