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Insert Date and Time in Kingsoft Writer/MS Word

MS Word 2007 Kingsoft 2013

1. Click where you want to insert the date or time.

2. On the Insert tab, click Date & Time in Text group.

3. Date and Time dialogue box will display. Now you can select the

Date/Time format that you want.

1. Position the cursor where you want to display the date and time.

2. In menu tab, click Insert. Locate Date and Time icon. The Date

and Time dialogue box will open as shown below:



ICTP_072_060314 Page 3 of 3

ProductivI.T.y tip 196_(Word)Insert Date and Time in Kingsoft Writer/MS Word

We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.

You may also email your comments and suggestions to ict-process@pjlhuillier.com.

Click here for back issues of ProductivI.T.y in MyLink.

4. Don’t forget to click Update automatically check box to print the

current date and time.

Optional: You can also set selected date/time format as default.

Just click Set As Default button to make any specified format as

the default date/time format.

3. Select the desired Date/Time format in the Date and Time

dialogue box.

4. To update the Date/Time, select the Update automatically check

box. Then, click OK.

Note: When you print this file, the printed date and time will be

the current date and time.


