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Your own step –by step guide. 

Step 1- 

Where do you want the 
link to go ? 
. To a website; paste the 
URL in the address bar 
at the bottom.
.To another slide: 
“places in this 
Document” on the left 
menu and select a a 
slide number 

The mouse method 
1.Select the text or object you want 

to link.
2.Click the insert tab on the top 

navigation bar
3.Click the link icon in the links 

group Step 2: The pro short – ( short cuts save 
time during design) 
1. Highlight your desired text.
2. Press Ctrl + k ( windows ) or Cmd + k 
(mac) 
3. This opens the link window instantly . 

Remove or turn of 
hyperlinks: 
.Remove a link but keep 
the text; right-click – 
remove hyper link 
. Delete multiple links at 
once 
. Stops needing to press 
CTrl to open links

LINK NOT WORKING? 

Ensure your URL 
starts with 
https://.
 Please ensure 
there are no 
accidental spaces 
at the beginning 
or end of the 
address. 

Ctrl+c = 
copy

Ctrl+v= past

Ctrl+x = cut Ctrl+n= new 
document 


	Slide 1: A GUIDE TO HYPERLINKS

