
How to Insert a Footnote



This is where I want to insert the footnote so 

I place my cursor here, right after the word.



When I click Reference, this dialogue 

box appears.  Do not change anything.  

It defaults to what we want. Click 

Insert

Then, I select Reference.  

With my cursor in the right place on the 

page, telling the computer where to insert the 

footnote , I then select the Insert button.



When you select the Insert Footnote option, 

the program jumps you to the bottom of the 

page, inserts a line and the footnote number 

for you. Simply type your footnote and when 

finished, reposition your cursor in the text 

area.

If you go back to the text area you will see 

that the footnote is posted correctly.

A few comments:

1) Additional footnotes simply are 

created the same way; the program 

numbers them correctly for you. If 

you delete a footnote, the program 

renumbers for you.

2)  If your footnote is printed on all 

pages, you created a footer!  Delete 

the footer and follow this tutorial to 

get your footnote.


