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Customisation of your University of Canberra 
templates. 

 
 
List of available templates: 
 

¶ Word Letter 

¶ Word memo 
 
For Microsoft Word on PC 
 

1. Open Microsoft Word 
2. Go to ñFileò in the top menu 
3. Then click on ñNewò 
4. This should then load the document pane on the far right of the page. 
5. Select General Templates 
6. You will then see a window with templates relevant to your Division. As below.  There are also other 

tabs which show selections of other types of templates. 
7. Select the template relevant to your requirements, eg letter_ALUMNI. 

 

 
 



  

 

To customise a Word template on PC (letterhead): 
 

1. With your relevant template open, for example, a letter, you will see the following information: 

¶ Your Divisional information should automatically appear on the top right hand corner of your 
letterhead.  This is not able to be customised. 

 

¶ Todayôs date should appear in the Header of the letterhead.  You can customise this through 
Word by selecting ñViewò and then ñHeader and Footerò. 

 
 

¶ Your personal details appear in the bottom left hand corner.  You can customise these by 
scrolling down the page and entering your correct details. 

 
 
 

¶ The Universityôs contact details and CRICOS code are on the bottom right hand corner of the 
letterhead.  These are not able to be customised and must not be removed in order for the 
University to meet compliance 

 
NB: Memorandum Template 
Select the memo template relevant to your Division.  Memo banner is not able to be customised. 
 

To save your customised template: 
 

1. Go to File in the menu at the top. 
2. Click on óSave Asô. 
3. Change the file format from Word to óTemplateô and then select the folder óPersonalô to save the 

personalised template. 
 

To access your saved templates: 
 

2. Open Microsoft Word in the usual way. 
3. Go to File in the menu at the top. 
4. Click óNewô. 
5. To the right you will see a new pane open up. 
6. Click on General Templates. 
7. Select the Personal Tab. 



  

 

8. Under the Personal tab you will find your customised saved templates. 
 
For further help: 
 
In regard to style questions, please contact Leona.Butler@canberra.edu.au 
 
For technical support, please contact the ICT Helpdesk on ext 5500 or send email to: 
servicedesk@canberra.edu.au 
 
 

 

Name inc prefix and initials 

Qualifications 

Postion Title 

School/Section/Department 

T (xx) xxxx xxxx 

F (xx) xxxx xxxx 

E short.name@canberra.edu.au 
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