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FIRST STEP:

• Is to select a text or an object you want to turn into a 

hyperlink.

• SECOND STEP:

• After that, go to the insert tab on the ribbon and click link 

you can also press ctrl+K for quicker access and 

select where you want to add the link.

• THIRD STEP:

• After pressing insert link you can paste a link and that will 

create a hyper link or you can make a link to a recent web 

address or recently open file by selecting the item from the 

Recent Items list that appears.
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