
HOW TO INSERT HYPERLINKS IN A POWERPOINT

STEP 1: SELECT YOUR TEXT OR OBJECT

• Open your PowerPoint presentation.
• Click and drag your cursor to highlight the 

text you want to turn into a clickable link.
• Tip: You can also select images, shapes, or 

icons to hyperlink!

STEP 2: INSERT THE HYPERLINK

• Right-click on the selected text or object.
• From the menu that appears, click on ‘Link’.
• Alternatively, you can use the keyboard 

shortcut Ctrl + K.

STEP 3: CHOOSE YOUR DESTINATION

• In the ‘Insert Hyperlink’ window, 
choose where your link should go:

-Existing File or Web Page: For 
websites or other files on your 
computer.
-Place in This Document: To jump to 
another slide in your presentation.
-Create New Document or Email 
Address: For other useful actions.

• Click OK to create your link.

You should now be able to successfully insert 
hyperlinks in a Powerpoint!
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