
 

These	tech	tips	are	offered	free	of	charge	in	the	spirit	of	sharing	knowledge	with	others.	They	do	not	include	technical	support,	should	you	have	a	problem	with	them.	We	are	always	interested	in	how	they	can	be	improved,	please	do	not	hesitate	to	email	us	your	comments.	These	tips	have	
been	thoroughly	tested	by	our	consultants	in	a	variety	of	environments.	Please	read	these	tech	tips	thoroughly	and	be	sure	that	you	understand	them	before	trying	to	use	them.	We	can	not	be	responsible	for	issues	that	develop	because	of	the	configuration	of	your	hardware,	technical	

environment	or	application	of	the	tech	memos.	If	you	are	not	sure,	then	we	urge	you	to	contact	Oracle	technical	support	or	your	local	support	consultant	for	assistance.	

 
 
 

 
 
 
 

In the file menu you will find the print preview icon, this is where you will customize the headers and 
footers 
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In the upper left hand corner, click on the white ‘Page Setup’ Icon (see arrow below) 
 

 
  



DRMcNATTY

 

        
  Page 3 

CUSTOMIZING HEADERS AND FOOTERS 
 

Page Setup Options 
 

After clicking page setup you will see your page setup options that will allow you to customize the page, 
margins, header, footer and options. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Customizing the Header 

 
Adding company logo to the header.  You have the option to include on first page, last page or all 
pages.  You can divide the headers up to 5 sections.  This example is showing 3 sections 
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Select the section you want to add the picture from the drop down menu  
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Adding Picture/Logo 
 

Find  location of your picture then click apply to add your changes  
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Logo is now is now added to the layout in section 1 
 

 
 
  



DRMcNATTY

 

        
  Page 8 

CUSTOMIZING HEADERS AND FOOTERS 
 

Footer 
In Section 3- I added my company website and my name with my company phone number.  After 
adding the information in the text box, click apply to see the changes you made. 
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Footer 
 

See lower right of page- DRMcNatty website link with my name and contact info is now added to the 
layout.  
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Revision Box 
 

You have the option of adding a revision box when changes are made to the schedule. I added one 
revision line with.  This gives you the ability to highlight specific’s of the schedule. My example below 
shows how easy you can add this. 

 

 
 
 

 


