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How to Insert a Hyperlink in Microsoft Word

You caninsert links in your Word document to pictures, music files, video files folders and even web pages.
Y our links can be pictures, text or any other object in your document. Y ou can also create links to a blank email
message or to...

Method 1 of 3:

Linking to Websites or Other Documents

Modern English — I Melt With You Lyrics

Moving forward using all my b
Making love to you was never s
[ saw the world thrashing all aro
Never really knowing it was alway.

I'll stop the world and melt with you
You've seen the difference and it's g
There's nothing you and [ won't do
I'll stop the world and melt with you
(You should know better?)

1 Dream of better lives the kind which never hate

' (You should see why)

Dropped in the state of imaginary grace
(You should know better?)
I made a pilgrimage to save this human race

wilki
Select the text or image that you want to turn into alink. You can turn any text or image in your
document into alink. Highlight the text or click the image that you want to convert into a hyperlink.
1. Toinsert animage into your document, click the Insert tab and select "Pictures.” You'll be able to
browse your computer for an image fileto add. Y ou can also insert clipart to use asalink.
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Click theInsert tab. Thiswill open the tab that allows you to insert various objects in your document. If
you're using Word 2003 or earlier, click the Insert menu instead.
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Click the" Hyperlink™" button. The button has an image of aglobe with alink, and can be found in the
"Links" section.
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Typeor pastethewebsite addressinto the" Address’ field. Opening the drop-down menu will display
alist of recently-visited sites.
1. If youwant to link to afileinstead, browse your computer for the file that you want to link to.
2. You can also have the link send the reader to a new document. Select the "Create a new document”
option in the left menu, and then choose where the document will be created.
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Set a ScreenTip (optional). You can change the text that appears when the user rests the cursor over the
link by clicking the "ScreenTip" button. By default it will display the website address or file path.
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Moving forward using
Making love to you was
[ saw the world thrashin
Never really knowing it w.

I'll stop the world and melt
You've seen the difference and
There’s nothing you and [ won't
I'll stop the world and melt with
(You should know better?)

6. Dream of better lives the kind which never hate
(You should see why)
Dropped in the state of imaginary grace
(You should know better?)
| made a pilgrimage to save this human race wiki

Test your link. After creating your link, you can test it by holding Ctrl//2Cmd and clicking it. The linked
page or document should load in a new window.

Method 2 of 3:

Linking to a Blank Email M essage

Modern English — I Melt With You Lyrics

Moving forward using all my b
Making love to you was never s
[ saw the world thrashing all aro
Never really knowing it was alway.

I'll stop the world and melt with you
You've seen the difference and it's g
There's nothing you and [ won't do
I'll stop the world and melt with you
(You should know better?)

1 Dream of better lives the kind which never hate

) (You should see why)

Dropped in the state of imaginary grace
(You should know better?)

I made a pilgrimage to save this human race wiki

Highlight thetext or click theimage that you want to turn into an email link. Y ou can use any text or
image that isin your document.
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Click theInsert tab and select " Hyperlink." If you're using Word 2003, use the Insert menu instead.
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Select the " Email Address' option in theleft menu. Thiswill allow you to configure the blank
message.
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Enter the address and subject. Thiswill be the address that the reader will be sending the email to. What
you enter into the " Subject” field will be automaticaly filled in for the reader, but they will be ableto
changeit if they want.

1. If you use Outlook, you'll see recently used email addressesin the field at the bottom of the window.
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Modern English — I Melt With You Lyrics

I'll stop the world and melt

You've seen the difference an

There's nothing you and [ won

I'll stop the world and melt with

(You should know better?)

Dream of better lives the kind which never hate
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Dropped in the state of imaginary grace
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Test the link. Once you've created the link, you can test it by holding Ctrl//2Cmd and clicking it. Y our
email client should open with a new blank message addressed to the email address you set.

Method 3 of 3:

Linking to a Location in the Same Document
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wiki
Place your cursor in the spot in the document you want to link to. Y ou can use the Bookmark tool to
create links to specific spotsin your document. Thisis great for tables of contents, glossaries, and

citations. Y ou can highlight a portion of text, select an image, or just place your cursor in the spot you
want.
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Click thelnsert tab and select " Bookmark." You'll find thisin the"Links" section.
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Givethe bookmark a name. Make sure the name is descriptive enough that you'll be able to recognizeit.
Thisis especialy important if you are using alot of bookmarks or more than one person is editing the
document.
1. Bookmark names have to start with aletter but they can contain numbers. Y ou can't use spaces, but
you can use underscores instead (e.g. "Chapter_1").

Bookmark
Bookmark nama:
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Click " Add" toinsert the bookmark. Bookmarks will be surrounded by brackets. These aren't displayed
by default in newer versions of Word. To display bookmarks, click the File tab, select "Options,” then
click "Advanced." Scroll down to the "Show document content” section and check the " Show bookmarks"
box.
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(I'll stop the world)

I'll stop the world and melt with you

(I'll stop the world)

You've seen the difference and it's getting better all the time
(Let's stop the world)

There's nothing you and I won't do

(Let's stop the world
I'll stop the world a

Moving forward using
Making love to you was
I saw the world thrashing
Never really knowing it wa

5 I'll stop the world and melt

Select the text or image you want to create the link from. Highlight the text or click the image that you
want to turn into the hyperlink to your bookmark.
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Click the" Hyperlink™" button in the Insert tab. Thiswill open the "Insert Hyperlink™ window.
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Select the " Placein This Document™ option in the left menu. You'll see a navigation tree with your
heading styles and bookmarks.
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Select the bookmark you want to link to. Expand the "Bookmarks' tree if it isn't already and select the
bookmark you want to link to. Y ou can also select from heading styles you've applied throughout the
document.
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Click "OK" toinsert thelink. You can test it after inserting it by holding Ctrl /2Cmd’ and clicking it.
Y our document should scroll to the bookmark's location.

Y ou finished reading the article "How to Insert a Hyperlink in Microsoft Word" 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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