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PowerPoint Hyperlink Guide 

         Step-By-Step Method

Click OK. 

Click the Link/Hyperlink icon.

Locate the “insert” tab in the top ribbon

Choose location for new hyperlink. 

Email Adress
Website 

*paste URL*
File 

Slide in 
presentation

Highlight desired text or object. 
Short Cut 

Highlight text/select 
object. 

Press Ctrl + K. 

Insert 
link. 

Click 
OK. 

•Right Click on the 
Link

•Click remove Link 

Remove Link 

Pro Tip 

•Use Bold Text

•Underline the Link 

•Use standout colour Blue

Common 
Mistakes

Missing 
https://

Excess 
spaces 

Incorrect 
Link 

No prior 
Testing 
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