INSERT A CUSTOM HEADER OR FOOTER
1. On the Insert tab, in the Header & Footer group, click Header or Footer.
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2. Click Edit Header or Edit Footer.
3. Type text or insert graphics and other content by using the options in the Insert group on the Design tab, under the Header & Footer Tools tab.
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 TIP   To save the header or footer that you created to the gallery of header or footer options, select the text or graphics in the header or footer, and then click Save Selection as New Header or Save Selection as New Footer.
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