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Managing Headers  
 
Introduction  
 
This guide provides an overview for how to manage headers in Microsoft Word. In 2016, the Indiana 
Court Reporter’s Handbook was updated to include the rule regarding headers in transcripts (APPENDIX 
G - Appendix A. Standards for Preparation of Electronic Transcripts).  
 

 The Court Reporter shall note in boldface capital letters at the top of each page where a witness' 
direct, cross, or redirect examination begins.  

 Header notations of other types of persons and/or events are permitted but not required.  

 Listing the last name of the witness or other party and the type of examination or other event is 
sufficient.  

 
It is recommended that you complete the transcript, including all its internal format elements, proofing 
and spell-checking, etc. and ONLY THEN go back to deal with the sections / headers. The process of 
setting of section breaks and headers can get much more confusing as text is added, removed, etc. So 
these headers usually should be your LAST step.  
 
Additionally, MS Word’s default settings include several options you should turn off to avoid confusion. 
If these settings are not disabled you may have some odd formats. To disable these options:  
 

 Click on the File button in the MS Word toolbar  

 Open the Options menu  

 Select Proofing from the menu on the left  

 Select the AutoCorrect Options… button  
 

 
 
Once the AutoCorrect window opens, switch to the AutoFormat tab and uncheck the following boxes 
under Replace:  

o  

 “Straight quotes” with “smart quotes”  

 Ordinals (1st) with superscript  

 Fractions (1/2) with fraction character (1/2)  

 Hyphens (--) with Dash (--)  

 *Bold* and _italic_ with real formatting  

 Internet and network paths with hyperlinks  
 

(See Sceenshot below) 
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Create Section Break  
 
In order to apply different headers to different pages within a document, we need to create “Section 
Breaks.” Section break instructions are detailed below. It is very important to perform these functions in 
exact order.  
 
1. Display Hidden formatting. When working with section breaks, it’s easier if you display the hidden 
characters in Word. By default, these breaks are hidden, which makes it nearly impossible to create and 
manage section breaks. You can display hidden characters one of two ways.  

 By using the keyboard shortcut: (ctrl + shift + *)  

 By using your mouse: In MS Word, click the Home tab, then click the Paragraph button in the 
toolbar (see image below)  
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2. Place your cursor at the first typable location of the page on which the new header needs to be 

included (note that hidden formatting is displayed). 

 

3. Insert Section Break. Select Page Layout tab, then click the Breaks dropdown options. Select 
Continuous from the dropdown selection list.  
 
4. The new section break is inserted at the very end of the previous page (see screenshot below). This 

break allows for different formatting between these pages, specifically the header. 
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Adding Header Text  
 
5. Next, to create the header itself, double-click anywhere in the header area to bring up the 
Header/Footer toolbar.  
 

 
 
6. IMMEDIATELY unclick the Link to Previous button.  
 

 
 
The words Same as Previous, in the area just below and to the right of the header box (shown in the 
screenshot below), should disappear.  
 

 
ONLY NOW begin to type your new header. If you begin typing BEFORE you unclick the Link to 
Previous button, you will UNDO PRIOR HEADERS in your document.  
 

**If that happens, use the Undo button** 

7. To enter text in a header, simply double click into the empty header space at the top of the page.  
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8. Once in the Header & Footer edit mode, you can enter the specific text for your header. In the 

screenshot example below, the header is “SMITH – REDIRECT”. 

 

 

9. When finished, exit the Header & Footer edit mode either by clicking the Red ‘X” in the MS Word 
toolbar (see image below), or by double-clicking into the text portion of the transcript.  
 

 
 
10. This newly created header now applies to this page and every page after. To change the header on 
following pages, the same process is applied. To remove the header from a page, place your cursor 
anywhere on the page, then continue to follow the process from instruction #3.  
 

If you have any questions, comments or concerns, you can always contact our team directly at  

customersuccess@trxchange.net. 
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