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Step 1
Double-click 
on top 1/4 of 
page

Step 2
Click on “DIFFERENT FIRST 
PAGE”
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Step 3
Click on “PAGE
NUMBER”

Step 4
Click on “TOP 
OF PAGE”

Step 5
Click on “PLAIN 
NUMBER 1”
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Step 7
Space until 
number is flush 
right

Step 6
Type “Running 
head” 

Step 8
“CLOSE 
HEADER AND 
FOOTER”
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For 2nd page, follow steps 1 through 8.  The 
subsequent pages will be formatted corrected.
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