
Launch PowerPoint and open 
the file where you want to add a 
hyperlink.

• Open Your
Presentation

Highlight the text, shape, or
image that will serve as the
hyperlink.

• Select the Content

Right-click the selection and 
choose “Link” or “Hyperlink”. 
Alternatively, go to the Insert
tab → Link on the ribbon.

• Open the Link Tool

Type or paste the web address, 
email, slide, or document path
into the dialogue box. Double-
check for accuracy.

• Enter the Destination

Click OK. The selected content
will show it is linked, usually by
an underline or colour change.

• Confirm the Hyperlink

Run Slide Show mode and 
click the hyperlink to verify it
works properly. Testing prevents
interruptions during your
presentation.

• Test the Hyperlink

Ø Hyperlinks allow you to link
slides to websites, email
addresses, other slides, or
documents.

Ø They make presentations
interactive, professional, and
easy to navigate.

Ø Using hyperlinks saves time by
providing quick access to
additional resources.

Ø In the workplace, hyperlinks
improve client presentations,
training sessions, and team
meetings.

Ø Always verify the accuracy of
web addresses, email
addresses, or file paths before
adding a hyperlink. Incorrect
links can disrupt the flow of a
presentation and cause
confusion.

v Hyperlinks can be added to text, shapes, or images, offering design flexibility.
v They help keep slides organised and visually clean.
v Active hyperlinks usually appear underlined or coloured to indicate interactivity.
v Testing hyperlinks before your presentation ensures they work correctly and prevents technical

issues.
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