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1. Select the Text or Object
Click on the text, image, or shape where you want to add a hyperlink.

2. Open the Insert Hyperlink Menu

• Go to the Insert tab in the ribbon.

• Click Link or press Ctrl + K (Windows) / Cmd + K (Mac).

3. Choose the Link Type

In the “Insert Hyperlink” window, select one of the options:

• Existing File or Web Page – Enter a URL or browse for a file.
• Place in This Document – Link to another slide.

• Create New Document – Link to a new PowerPoint file.

• Email Address – Open an email client with a pre-filled recipient.

4. Enter the Link and Confirm

• Type or paste the link in the Address field.

• Click OK to save.

5. Test the Hyperlink
Run the slideshow (Press F5) and click the hyperlink to check if it works.

t o  r e m o v e  o r  e d i t  a  h y p e r l i n k ,  r i g h t - c l i c k  

i t  a n d   s e l e c t  e d i t  l i n k  o r  r e m o v e  l i n k
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