
Step 1:  Access the PowerPoint file.

Step 2: Choose the slide where you 
would like to add the hyperlink.

How to insert hyperlinks in a PowerPoint

Step 3: Highlight the text, image, or share 
that you want to turn into a hyperlink.

Step 4: Right-click on the selected item 
and choose “Link” or use the “Insert” tab to 
addLink/Hyperlink.

Step 5: In the pop-up windows, choose one of the 
following:

o Existing File or Web Page to link to website or file;
o Place in this document to jump to another slide;
o Create a New Document to link to a new file;
o E-mail Address to open an email window.

Step 6: Enter the URL, slide, or file you 
want to link to then click OK.

Step 7: Test your hyperlink by running the 
slideshow (Slide Show > From Current Slide) 
and clicking the link.
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