PLACE ARROW ON TOP OF PAGE AND DOUBLE CLICK, OR CLICK ON “INSERT” ON THE TOOLBAR, THEN
CLICK ON “HEADER”. THIS WILL OPEN UP THE HEADER SECTION.

CLICK “DESIGN TAB” ON TOOLBAR. THEN CHECK THE “DIFFERENT FIRST PAGE” BOX.

e eferences ings Review i sign |
I b “@ . . Ea | ﬁ . 573 Previous Section || [¥] Different First Page s Header from Top:

} Next Section i Different Odd & Even Pages I f=dr Footer from Bottom: “

Pag Date  Quick Picturs Clip Goto Goto — Close Header
2" Mumber- | &Tme Farts- art || Header Footer B Link ta Previous Show Documen t Text Insert Alignment Tab and Focter
Header & Footer Insert Navigation Options Position Close
== = = ——— — —

First Page Header

CHOOSE THE FIRST HEADER BOX AT THE TOP OF DROP DOWN MENU TO INSERT TEXT RUNNING HEAD
INFORMATION. IT MUST BE LEFT JUSTIFIED.
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ON TOOL BAR. THEN CHECK THE ‘DIFFERENT FIRST PAGE’ BLOCK.
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TYPE RUNNING HEAD INFORMATION INSIDE THE HEADER SECTION AS DESCRIBED BELOW AND INSERT
PAGE NUMBER.

Running head: APA Running Head Information

CLICK HEADER SECTION ON PAGE 2 AND THEN INSERT YOUR TITLE AND SUBSEQUENT PAGE NUMBER.
FROM THIS PAGE ON, ALL FUTURE PAGES WILL HAVE JUST THE TITLE AND WILL NOT HAVE RUNNING
HEAD REFLECTED.
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