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How to create a hyperlink in PowerPoint


	Step 1: Open Teams
	· Open Microsoft Teams
· Select calendar from the menu

	Step 2: Click the “INSERT” TAB
	· Go to “insert” tab in the ribbon at the top

	Step 3: click “LINK” or “HYPERLINK”
	· Select the LINK button or choose LINK-INSERT LINK
· Click OK to apply the hyperlink
· Choose what the LINK WILL DO:
· Open a webpage (Enter the URL)
· Linke to another slide in your presentation
· Link to a file or another document
· Link to email address
· Click OK to apply hyperlink


Tips: 
· Use the “Excising file or webpage” option to link to websites
· Use the “Place in this document” option to link to other slides
	
	
	



