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HOW TO INSERT A HEYPERLINK IN POWERPOINT

« Select the Object: Highlight the text, or click on the shape or image you want to turn
into a hyperlink.

« Open the Hyperlink Dialog Box: You have a few options for this:
* Right-Click: Right-click the selected object and choose Hyperlink... or Link....

* Ribbon: Go to the Insert tab on the Ribbon, and click the Link (or Hyperlink) button
in the “Links” group.




* Choose Your Link Destination: In the “Insert Hyperlink” dialog box, select one of the
options on the left:

- Existing File or Web Page: Use this to link to a website address (URL) or a file on
your computer. Type or paste the URL into the Address field.

* Place in This Document: Use this to link to another slide in the current presentation.
Select the slide name from the list.




 Create New Document: Use this to create and link to a new PowerPoint file.

« E-mail Address: Use this to create a link that opens a new email message to a
specified address.

« Click OK: Once you’ve entered the destination, click OK to create the hyperlink.




