How To Add A Full Path And File Name To A Footer


Purpose Of This Document 

. . . is to document the steps necessary to achieve the following:-

How can up set up my Word so that the filename and path are set into every document I open as a default. 

Source Of Information 

The source of the information contained in this document was obtained from:-

1. Enter the F1 WORD Help Facility. 

2. Type in:-

filename

3. There is a topic called:-

Insert headers and footers 

4. Open the above hyperlink and you should see a hyperlink called:-

Insert the file name of the document 

Click on the above hyperlink. 

Practice Document 

Another document has been set up called:-

c:\word\full_filename_and_path_testing_2.docx

In this document the above file will be referred to as the Other Document. 

It is on the above document that the steps documented is this document will be carried out. 

Steps To Be Taken 

1. In the Other Document Insert / Header & Footer group / click on the drop down arrow beneath the word Footer / click on Edit Footer. 

The Footer window should open up.

2. The cursor should be flashing on the left hand side of the footer. 

This is where the full path and file name will be placed. 

3. Header & Footer Tools / Design / Insert group / click on the drop down arrow beneath Quick Parts then click on Field . . . 

The Field pop up window should appear. 

4. In the Field pop up window make the following changes:-

In the Field names: box click on FileName

Towards the top right hand corner place a tick (check) in the Add path to filename box. 

Click OK. 

5. The full path and file name should now be added to the Other Document. 

6. Save the Other Document at this point. 

7. In the Other Document click on:-

Close Header and Footer 

 - towards the top right hand corner. 

8. Add a few pages to the Other Document (say 5) / Print Preview the Other Document and make sure that the full path and file name appear in the lower left hand corner of the document. 

9. Save the Other Document. 

Make A Template 

If you now want to make a template of the Other Document take the following actions:-

1. Click on the Office Button (top left hand corner). 

2. Click on Save As 

The Save As window should launch. 

3. Change the:-

Save as type: 

 - field to:-

Word Template (.dotx) 

4. Click on Save in the lower right hand corner. 

Test That Template Works 

You can test that the template has worked by creating a new document from it and making sure that, once saved as a new document, the full path and file name appear in the lower left hand corner of that new document. 

For the purposes of this testing the new document I created from the template was called:-

c:\word\full_filename_and_path_testing_3.docx

The above document did have the full path and file name in the lower left hand corner. 
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