
STEP 1 : Click on the sentence or picture
you want to turn into a link

STEP 2 : GO TO INSERT TAB BETWEEN THE
HOME AND DESIGN TABS

STEP 3 :
CLICK ON HYPERLINK (A SMALL
WINDOW WILL POP UP WITH
DIFFERENT OPTIONS

STEP 4 : PASTE YOUR LINK (ADD THE URL IN THE
ADDRESS BOX. (YOU CAN USE CTRL + V
TO PASTE QUICKLY 

STEP 5 : CLICK OK (YOUR TEXT OR PICTURE
WILL NOW WORK AS A LINK. (TEST
THE LINK AFTERWARDS

HYPERLINKS ARE
USEFUL 

SAVES YOU TIME 
HELPS YOU ORGANISE
INFORMATION

AVOID THESE
MISTAKES 

DON’T PASTE INCOMPLETE LINKS
TEST HYPERLINK BEFORE
PRESENTING

HOW TO INSERT HYPERLINKS IN A
POWERPOINT 
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