
Step-by-step guide to updating your signature with 
Family Matters logo 

 

1. Open a new email 
message 

2. Click signatures 
3. Select “Signatures” 

from the drop down 
menu. Please note do 
not select your name 

4. This will open an editor 
for you 

 

5. If you already have a 
signature, the editor will 
open your current 
signature to edit 
If not, you will need to 
click the “New” box 

 

 

6. Copy and paste the text 
and update with your 
details: See example 
using the Benevolent 
Society and Family 
Matters logo below. 

Full Name 

Position 

 

T  02 8262 3400 

D  XX XXXX XXXX 

M  XXXX XXX XXX 

  

2E Wentworth Park Road  
Glebe NSW 2037 

PO Box 257, Broadway NSW 2007 

www.benevolent.org.au 

 

       

 



 

 

The Benevolent Society acknowledges the Traditional owners of country throughout  

Australia and recognises Aboriginal and Torres Strait Islander peoples continued connection  

to land, waters and community. We pay our respects to Elders both past and present. 

7. Ensure that you choose 
your new signature for 
new messages.  

 

8. Click OK 
 
 

 

 
Your signature should now be updated.  

To test this, close the email message and click new message. Your new signature should 
automatically load in the body of the email. 

The icons and hyperlinks on the social media icons should copy across when you cut and paste 
the email signature template. If this doesn’t happen, follow the steps below: 
 

 



Step-by-step guide to updating your social media links 
 
You can link to your own pages or to Family Matters: 

Twitter 
https://twitter.com/fam_matters_au 

Facebook 
https://www.facebook.com/familymattersau/ 

1. Save these icons as JPEG 
files to your desktop 

          

 
2. In your email signature, 

place your cursor between 
the link to the website and 
the Acknowledgement to 
Country 

 
3. Click the image icon in the 

style navigation bar:  

 
4. This will open your network drive files.   
5. Find the Facebook icon and click insert. 
6. Repeat these steps to insert the Twitter and LinkedIn icons next to it. 



7. Click once on the Facebook 
icon and then select the 
hyperlink button in the style 
navigation menu. 

This will open a pop up 
dialogue box.  
At the bottom of the box is an 
address field. 
8. Copy and paste the 

Facebook URL into this 
field  

9. Click “OK” 
10. Repeat the same steps for 

Twitter and LinkedIn 
 

 

11. To add a hyperlink for the 
campaign to end pension poverty, 
highlight the text then select the 
hyperlink button. 

12. Copy and paste the following 
URL into this field:  

http://benevolent.org.au/act/join
--a--campaign/fix--pension--
poverty 

 

 
13. The dialogue box should 

now look like this. 
14. Press OK. 

 
 
The hyperlinks in your signature should now be updated. To test this, close the email message and 
click new message.  
Your new signature should automatically load in the body of the email, with all hyperlinks working 
correctly. 

 

	


