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HOW TO INSERT A HYPERLINK IN 
MICROSOFT POWERPOINT

A step-by-step Workplace Guide 

This guide explains how to insert a functional hyperlinks into text or an 
image In Microsoft PowerPoint. Hyperlinks allows users to connect slides to websites, 

internal presentation slides, email addresses or external documents.

OBJECTIVE

STEP BY STEP INSTRUCTIONS

Open Student Hub and start a new 
PowerPoint file from OneDrive on 

your computer 

Click on the text or image you 
want to convert into a hyperlink

Navigate to the Insert Tab 
located on the top ribbon menu

Click Link (or press ctrl+K on 
your keyboard) The “insert 

Hyperlink” dialog box will 
appear

Select the following options:
1.Existing file or web page-

Paste URL link
2.Place in this document-

Link to another slide
3.Email Address-Enter an 

address using mailto
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Open Your Presentation1

Select the Object2

Access the inset Tab3

Select “Link”4

Choose the link type5
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