
 

Add Header/Footer to PDF Documents –  

It's Almost Universal 
If you are running one of the major PDF Professional software applications (Adobe Acrobat Pro, 
Kofax Power PDF or DocsCorp pdfDocs), you will follow very nearly the same steps to insert and 
format content in a Header or Footer in an existing PDF document. Because a similar Add 
Header and Footer dialog box is used, understanding the process in one application means you 
will be able to transfer your knowledge to any of these others. And, it lets us outline the steps 
for three applications in one tip! 

Getting to the Add Header and Footer dialog box is slightly different between the applications, 
but fairly intuitive. 

1. Open the file to which you want to add a new Header or Footer. 
2. Activate the Edit command. 

a. In Acrobat, select the Edit PDF tools, click on  from the 
secondary toolbar and choose Add. 

b. In Kofax click on the Edit tab, click on  and choose Add. 

c. In pdfDocs, click on the Edit tab, click on  and choose Customize 
Header & Footer. 

3. The Header and Footer dialog box opens.  See the application-specific screenshots at the 
end of this tip for reference. 

4. The first step is to identify what you want to place into one of the pre-defined 
placeholders and how you want to format it. 

a. In Acrobat, click on the Page Number and Date Format link and choose one of 
the drop-down options. 



 

Figure 1- Format in Acrobat 

b. In Kofax, click on the Macros drop-down and choose an option. 

 

Figure 2 - Format in Power PDF 

c. In pdfDocs, click on the <select field code> drop-down and choose an option. 

 

Figure 3 - Format in pdfDocs 

5. Position the mouse pointer/cursor in the placeholder where you want this formatted 
text to be inserted. 

6. Insert the code. 
a. In Acrobat, click on the Insert Page Number or Insert Date button. 
b. In Kofax, click on the Insert Macro button. 
c. In pdfDocs, click on the Insert Field Code button. 

7. The Preview area at the bottom of the dialog box displays how the formatted text will 
appear. 



The key is to remember to select what you want to insert before clicking into a placeholder and 
then use the application-specific tool for inserting it. Before attempting to insert a different 
type of information in another (or the same) placeholder, go back and select what you want to 
insert. 

In addition, static text can also be inserted into any of the placeholders, allowing you to add 
exactly what you need to your PDF document's Header and/or Footer. 

 

 

Figure 4 - Adobe Acrobat Pro 



 

Figure 5 - Kofax Power PDF 

 

Figure 6 - pdfDocs 


