How To Modify The Letterhead Template Headers/Footer

1. Open the UofG-Word-Letterhead.dotx or UofG-Word-Letterhead-lockup.dotx template.
2. Double click the header or footer. This should make the header active and fade out the the content area.
3. Modify the contact information with your college’s information
4. Double click the content area to exist modifying the header/footer

How To Add Your College Lockup To The Header

1. Open the UofG-Word-Letterhead-lockup.dotx template.
2. Double click the header. 
3. Right click the cornerstone lockup and select Change Picture…
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4. Insert the PNG version of your lockup.
5. If the image inserts and looks weird, right click the image again and select Size and Position…
[image: ]
6. [bookmark: _GoBack]Make sure the height is set to absolute with a value of 2.8 cm and Lock aspect ratio is selected. Your scale size may vary depending on how large the PNG you insert is, though both those values should be equal.
[image: ]
7. Toggle to the Position tab and replicate these settings. Horizontal Absolute position with a value of 1 cm, and for to the right of change the dropdown to Page. Vertical Absolute position with a value of 1 cm, and for below change the dropdown to Page.[image: ]
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