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How do | create a running head in Word 2011 (Mac)?

For a description of a running head, see the last paragraph of p. 229 in the Publication Manual of the American
Psychological Association (hereafter Publication Manual), 6th edition. Additionally, note the sample papers on p.
41. The Publication Manual is available for your use at the Reference Desk.

1. Click on the Documents Elements from the top menu options and then click on Header.

0 0 [7] Docu
- O E % & - @i 9 B F dh [ooxle] (@~
& Home | Layout | Document Elements ; Tables J Charts | SmartArt | W
Insert Pages Table of Contents r and Footer Citations References
L= . =) v i £ @ Update = = i - APA = L f
= = i HEADING 2 2| & § || =l | #| = [N = LL:J.QJ =
over  Blank  Break SAON 2 3 42 OPtions  eader Footer Page# - Footnote Endnote I Manage Bibliography = Te
1 hid 1l 2l il Al Sl i
2. Choose Basic from the resulting drop-down menu.
Note: Delete the default text boxes, which are in brackets.
3. Click on the purple Header and Footer option and check Different First Page.
poOoO [a] Dogment L
RS- Jevl = D -l 9 F-Fdh ok (Qr(se
A Home % Header and Footer | lLayout | Document Elements | Tables | | SmartArt | Review |
Insert Navigation Options. Position
= 2 T =g 5\ Go to Header 4[] Previous Section : |V Different First Page Link to Previous : | % | Header from Top: | 0.5 .
HYE R -
Header Footer Page # Date Time el Go to Footer I]D Next Section Different Odd & Even Pages || Hide Body Text - 2 Footer from Bottom: 0.5 =
a \7d i 2 2a A o A 2 -

4. Inthe header, type the text “Running head:” followed by a space. Type the content of your running
head in uppercase letters, and then tab over to the end of the line. (If you tab over too far and your
cursor falls off the right-hand side of the screen, then use the Backspace until the cursor reappears.)
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5. Return to the Document Elements tab and then click on Page # to display the page number.
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6. Click OK on the Page Numbers pop-up window.
Note: The Show number on first page box should not be checked.
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7. Click on the Close option, so that the header area becomes grayed out.
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8. To add a second page to the document, click on the Documents Elements tab, then, click on the Blank icon.
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Note: You can alternatively hit the Enter key until your cursor is on the top of the second page.

9. Click on the Documents Elements tab, then, click on Header icon. Select Basic and delete the default
textboxes, which are in brackets, as you did on the first page.

Note: Makes sure that your curser is in the header on the second page. You may need to use the right scroll bar
to view the second page header.

Q-
# Home | Layout | Document Elements i Tables | Charts | SmartArt | Revi |
Insert Pages Table of Contents and Footer Citations References
= B o TR BEERE R B8
over  Blank  Break vtk 3 £20ptions © jeader Footer Page# . Footnote Endnote I Manage Bibliography = T¢
1l ? 11 221 2l Al gl il

10. Type in the content of your running head in uppercase letters. Do not repeat the text “Running head:” after
the first page (see the sample paper on p. 41 of the Publication Manual). Next, tab over to the end of the line. (If
you tab over too far and your cursor falls off the right-hand side of the screen, then use the Backspace until the
cursor reappears.)

11. Click on Page # icon to display the number. Note: be sure the Show number on first page box is not checked.
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12. Click OK on the Page Numbers pop-up window.
Note: The Show number on first page box should not be checked.
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12. Click on the Close option for the header, so that the header area becomes grayed out.
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