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Createlinks(Link) in MSWord

MS Word: Today's lesson QuanTriMang.com will guide you how to mark text lines (Bookmark) and instructions
for creating links to an existing file, web page, email or link in the samefile, ...

MS Word: Today's lesson QuanTriMang.com will guide you how to mark text lines (Bookmark) and instructions
for creating links to an existing file, web page, email or link in the samefile, .

1. Createlinks (Link) in MS Word
1. Createlinksto another file or website
2. Createalink to anew file that will be created
3. Createlink to Email address
4. Create linksto any location in the samefile
2. Create anew heading in Office 2003
3. Mark (Bookmark) for the paragraph

Createlinks(Link) in MSWord

1. Please select (black out) the text to create the link.

2. Goto Insert / Hyperlink . (Ctrl + K. Or right-click, choose Hyperlink .)
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* Createlinksto another file or web page.

3. Inthe Hyperlink dialog box, select Existing File or web page



Insert Hyperlink |?| §|

Link to: Text to display: | Tao lién két d&n 1 file khac hodc 1 trang web | ScreenTip. ..

L

Existing File or

Weh Page E:lS isach word.doc
Current | CH\Documents and SettingsiGagolDeskiopl23iLinkt . gif =
Folder C:\Documents and SettingsizagoiDeskiopl, 224 Insert-file, doc
Ci\Documents and SettingsiGagolDesktoplz2iinsert_file2 .gif € w
Place in This CtiDacuments and SettingsiGagaiMy DocumentsiCo lours.doc
Docurment Browsed | C:\Documents and SettingsiGagolDeskkopl22\insert_filel.qif
Pages E:\Sachiword\20_0111%thu_thuat_Inan.doc
CiDocumnents and SettingsiizagolDeskiopldiHang_dichuc . doc
E E:Ywiord}100_English_Songs_dich.doc
Create New Recent | E:\word\100_English_Songs.doc
Diocurnent Files E:\WwardiSoYeulilich.doc
E:Ywiord| T4, doc b
Address: |E:'l,Sach'l,Word'l,sach_word.doc w |
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[ Ok l [ Cancel

- Text to display: The content shows the link

- Current Folder: Current directory

- Browsed Pages: Websites that have browsed near the most current time

- Recent files: New files are opened near the current time.

- Address: Address name and file selected to link to.

- ScreenTip button .: Entering content when moving the mouse over the link will display that content (Like
inserting comments):

Set Hyperlink ScreenTip

ScreenTip texk:
MGi dung hign thi khi di chuyen chudt dén link]

Moke: Cuskom ScreenTips are supported in Microsaft
Internet Explorer wersion 4.0 ar laker,

Ik | | iZancel

- Bookmark button: Give a certain address that has bookmarked
4. Select the OK button to complete the link setup.

* Createalink to a new filethat will be created.

3. In the Hyperlink dialog box, select Create New Document
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Mame of new document:
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(®) Edit the new document now

E-mail Address

QK | [ Cancel

- Text to display: The content shows the link
- Name of new document: Name the new file.
- Change button . Change existing link file

Create New Document @@

Save in: |Ei My Documents V| @ - O | @ X O - Tools -
; ) AdobestockPhotos
4 |5) ImageFalin
My Recent @My Music
Dacurments

My Pictures
— ﬁ My Yideos
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My Documents
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1 File name: | v |
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You should not select this Change button because the contents of the selected file will be lost after
pressing the OK button and MS Word will automatically create the file that matches the selected name
along with the empty file content.

- ScreenTip button .: Entering content when moving the mouse over the link will display that content (Like
inserting comments):



Set Hyperlink ScreenTip

ScreenTip texk:
Mai dung hign thi khi di chuven chudt dén link]

Moke: Cusktom ScreenTips are supported in Microsaoft
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Ik | | Cancel

- Bookmark button: Give a certain address that has bookmarked
4. Select the OK button to complete the link setup.

* Createlinksto Email addr esses.

3. Inthe Hyperlink dialog box, select E-mail Address

Edit Hyperlink

Link to: Text to display: | ScreenTip. ..

E-mail address;

Existing File or |mailto:support@quantrimang.com |
‘Weh Page

Subject:
|Tigus2008% 20email |

Place in This | Recenthy used e-mail addresses:
Document mailto: support@aquantrimang. com?subject=Tigu%20d8%%20email

Create Mew
Dacurment

QK ][ Cancel ]

E-mail Address

- E-mail Address. Email addressto link to

- Subject: Titletitle

- Recently used e-mail address. Displays emails that have been used near thistime.

The Subject and E-mail Address contents will display when you move the mouse over the link.

4. Select the OK button to complete.

* Createlinksto any location in the samefile.

1. First of al, you need to mark (put Bookmark or Heading or Style) for the text to be linked to.
2. Please select (black out) the text to create the link.

3. Goto Insert / Hyperlink . (Ctrl + K. Or right-click, choose Hyperlink .)
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4. In the Hyperlink dialog box, select Place in This Document



Insert Hyperlink

Link to: Text to display: |xem
Select a place in this document:
Existing File or Top of the Document
Web Page Headings
[=)- Bookmarks
- Target Frame, ..
Place in This
Dacurnent
Create Mew
Docurnent
E-mail Address
[ Ok l [ Cancel

Select aplace in this document: Select the highlighted document area:

- Top of the Document: Set the link to the first position of thefile.

- Headings: Set alink to a certain heading already in thefile

- Bookmarks: Set alink to a highlighted text line

- You can click on the + sign to display details of itemsin Headings, Bookmarks, .

After creating, you can use your mouse to click (or Ctrl + left mouse) on the text you just set to switch to the
new link area.

Mark (Bookmark) for the paragraph

1. Place your cursor or highlight the line you want to link to.

2. Goto Insert / Bookmark .
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3. The Bookmark dialog box appears



Bookmark

Bookmark name:
Dat_ten_Bookmarks]
WEM

Sortby: (%) Name () Location
[ ] Hidden bookmarks

| add |

Zancel

- Enter the name marked in the box Bookmark name (This name must start with the letter and no special
characters)

4. Select the Add button to finish placing Bookmark
Y ou finished reading the article "Create links (Link) in MSWord" edited by the TipsM ake team. We hope

this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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