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Intfroduction

Adding hyperlinks to text can provide access
to websites and email addresses directly from your
document. There are a few ways to insert a hyperlink
iNfo your document. Depending on how you want

the link to appear, you can use Word's automatic link
formatting or convert text into a link.




Understanding hyperlinks

Hyperlinks have two basic parts: the address (URL) of the
webpage and the display text. For example, the address could
be hitp://www.popsci.com, and the display text could be
Popular Science Magazine. When you create a hyperlink in
Word, you'll be able to choose both the address and the display
text.

Word offen recognizes email and web addresses as you type
and will automatically format them as hyperlinks after you
press/Enter or the spacebar. In the image below, you can see a
hypgrlinked web address.

private cabanas, gourmet grilling area, private cabanas, gourmet grilling area,

see the transformation! see the transformation!

sk. (After that, it's up to you!) Fruit, : sk. (After that, it's up to youl) Fruit,

will be served from 1:00-2:00 PM. will be served frhttp://www.poolsafely.gov
Ctrl+Click to follow link

‘e at the pool: www.poolsafely.gov fe at the pool: www.poolsafely.gov

o follow a hyperlink in Word, hold the Ctrl key and click the hyperlink.


http://www.popsci.com/

Formaftfing tfext with a hyperlink

1. Select the text you want to format as a hyperlink.

Select the Insert tab, then click the Hyperlink command.

Alternatively, you can open the Insert Hyperlink dialog box by right-
clicking the selected text and selecting Hyperlink... from the menu that
appears.
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Formaftfing tfext with a hyperlink

The Insert Hyperlink dialog box will appear.

The selected text will appear in the Text to display: field at the
top. You can change this text if you want.

el

In the Address: field, type the address you want to link to, then
click OK.
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Formaftfing tfext with a hyperlink

The text will then be formatted as a hyperlink.

Important Contact Info

City of Orlando
- _ﬁ*c:,: Police Dept.:
yTO 08 321.555.1728
_U Animal Control:
" - 321.555.8915
-
Water/Sewage:

321.555.6142
General:
321.555.7266

After you create a hyperlink, you should test it. If you've linked

to a website, your web browser should automatically open and

display the site. If it doesn't work, check the hyperlink address
for misspellings.




Editing and removing hyperlinks

Once you've Iinserted a hyperlink, you can right-click the
hyperlink to edit, open, copy, or remove it.

To remove a hyperlink, right-click the hyperlink and select
Remove Hyperlink from the menu that appears.
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Practice

Open our practice document.

Scroll to page 4.

In the first bullet point under Community Reminders,
format the word website as a hyperlink 1o
hitp://www.epa.qgov/recycle.

» [est your hyperlink 1o make sure it works.

In thie second bullet point, remove the hyperlink from
the words Parks and Recreation.



http://www.epa.gov/recycle

Solution

|_| M E G R 0 V[ 1000 Lake Sylvan Boulevard
: Orlando, FL 32804
Xury Apartments

Community Reminders

‘.

p:ffwww.epa.goviTecycle
I

0 1 htt
e Recycling is collected every other Wec cu. cick to follow link 1€

general recycling tips, please visit this website.

e Please remember to pick up after your pets! Pet waste
is a contributor to the spread of infectious diseases and

contaminated drinking water. Baggies are provided by

our local Parks and Recreation chapter. If you notice an empty
bag stand, please call 321.555.4867.

e Glass containers are prohibited in the pool area. Please remember all guests

must have their guest pass visible at all times.




TAE END




