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Using Hyperlinks Effectively in PowerPoint
The effective use of hyperlinks in Microsoft PowerPoint enhances audience engagement, improves navigation, and provides access to supplementary information without overcrowding slides with excessive content (Microsoft, 2026; Reynolds, 2020). Hyperlinks allow presenters to create interactive presentations in which users can access websites, documents, email addresses, and specific presentation slides directly from selected objects.
The process of inserting hyperlinks in PowerPoint begins with identifying and selecting the element that will serve as the interactive access point. PowerPoint provides considerable flexibility, enabling users to convert text, images, shapes, icons, and other graphical objects into clickable elements (Microsoft, 2026). Once the desired object has been selected, users can access the hyperlink function either by right  clicking the object and choosing Link or Hyperlink, or by navigating to the insert tab on the ribbon, where PowerPoint centralises tools for slide and object modification (Microsoft, 2026).
When the Insert Hyperlink dialog box opens, users are presented with several hyperlink options designed to support different presentation needs. One of the most used options is linking to external websites. To create a web hyperlink, the user enters the relevant URL into the address field and confirms the selection. PowerPoint then applies distinctive formatting, such as underlining or colour changes, to indicate that the text is interactive (Microsoft, 2026). This functionality is particularly useful in educational and professional presentations because it allows presenters to reference online journals, videos, government publications, digital reports, and other internet- based resources while maintaining a clean and uncluttered slide design (Reynolds, 2020)
PowerPoint supports internal hyperlinks that direct users to another slide in the same presentation. Microsoft (2026) states that users can select Place in this Document and choose a destination slide. This feature is useful in non-linear presentations, such as training sessions, quizzes, and case studies, enabling quick navigation and a more interactive presentation experience. 

PowerPoint enables users to create hyperlinks to files stored on local drives or organisational networks. These links may direct users to PDF documents, Microsoft Word files, Excel spreadsheets, videos, or supporting materials (Microsoft, 2026). To create such a connection, users select Existing File or web Page and browse for the relevant file. Best practice recommends storing linked files within the same folder as the PowerPoint presentation, particularly when presentations are shared or transferred between devices. This reduces the risk of broken hyperlinks and ensures reliable access to supporting documentation during delivery (Morris, 2014).
Another useful feature is the ability to hyperlink directly to an email address. By selecting the Email address option, users can create an email to hyperlink that automatically opens the default email application with a pre-addressed message window 9Microsoft, 2026). This functionality can support communication and follow-up activities in academic, business, and training environments by making it easier for audience members to contact presenters, tutors, researchers, or organisational representatives.
Before delivering a presentation, it is important to test all hyperlinks in slideshow mode to ensure they function correctly (Microsoft, 2026). If changes are required, users can edit or remove links by right clicking the linked object and accessing the hyperlink settings. Effective hyperlink management improves navigation, provides easier access to additional information, and supports audience engagement. Consequently, understanding PowerPoint hyperlink functionality is an important digital communication skill that helps presenters create professional, interactive presentations suitable for both academic and workplace environments (Reynolds, 2020; Atkinson, 2005). 
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