
How to create a hyperlynk

Select the text, 
shape or picture 

you want to use as 
a link

Go to the insert 
tab on the ribbon

Click the link 
button (or press 

ctrl+k on windows, 
Cmd+k on mac)

In the "insert 
hyperlink" box, 

choose where to 
link

Entre the 
address/location 
in the provided 

field

(optional) click the 
screen tip and add 

hover-over text 
then click ok

Click ok to create 
a link 

ThePhoto by PhotoAuthor is licensed under CCYYSA.


	Slide 1

