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Accessing and customising university templates ð 
for Macintosh 
This document provides a visual walkthrough for accessing and customising the new 

corporate identity templates for the University of Canberra. You should have a basic 

understanding of how to operate a Macintosh and access to the Universityôs network shares. 

Please make sure you have the following: 

¶ A basic understanding of Mac OS X 10.3.9 or higher 

¶ Access to the Universityôs network 

¶ Microsoft Office 2004 installed with the latest updates and security patches ï 11.2.6 
[these instructions will work with Microsoft Office X, but have not been tested] 

 

Step 1 ï mount the template share 

Make sure youôre in the Finder by 
clicking the Finder icon in the dock. 

Select Connect to Serveré from 
the Go menu and enter: 

smb://corpshares.win.canber

ra.edu.au/templates$  

in the Server Address field, then click 
Connect. 

 

 



  

When the Authentication dialogue 

appears, enter UCStaff  for the 

domain, along with your staff ID and 
password, then click OK. The 
Templates$ volume will now appear 
on your desktop. 

 

 

Step 2 ï Copy the template files 

Navigate to your Home folder by 
pressing CommandïShiftïH. Then 

create a new folder called UC 

Templates  in the Microsoft User 

Data folder, which is in the 
Documents folder. 

 

 
Rename the master word template 

file Normal to Normal.bup  

 


