
HOW TO INSERT HYPERLINKS IN MICROSOFT POWERPOINT 
A Simple Workplace Guide 

 
Hyperlinks make presentations more interactive by allowing users to open websites, 
documents, emails or other slides directly from a PowerPoint presentation.  
 
 

 
 
 
Step-by-Step Instructions: 
 

● 1. Open Microsoft PowerPoint and select the slide where 
           You want to add the hyperlink. 

● 2. Highlight the text, image, or object that you want users 
           to click on. 

● 3. Click the ‘Insert’ tab on the top menu bar. 
● 4. Select ‘Link’ or ‘Hyperlink’ from the toolbar. 
● 5. Enter the website address or choose another file/slide  

           to link to. 
● 6. Click ‘OK’ to save the hyperlink. 
● 7. Test the hyperlink in slideshow mode to ensure it works  

           correctly. 
 
Helpful Tips 

● Use short and clear link text. 
● Check hyperlinks before presenting. 
● Avoid using too many hyperlinks on one side. 
● Use hyperlinks to improve navigation in long presentations. 


