HYPERLINK

1.  Select the text or picture you want to display as the hyperlink by highlighting the text or picture.  Then, click on Insert Hyperlink [image: image1.png]


on the standard toolbar. 

2.  Do one of the following:  Link to an existing file or link to a Web page:

3.  Under Link to, click Existing File or Web Page. 
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4.  Do one of the following: 

· If you know the address you want to link to, type it into the Address box. 

· Click one of the locations under Look in, and then locate and select the link you want. 

· If you don't know the address of a Web page, click Browse the Web to switch to your Web browser, open the Web page you want, minimize it, and then switch back to Word. 
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5.  Click OK
Link to a location in the current document or Web page

1. To link to a place in the current document, you can use either heading styles or bookmarks in Word. 

2. In the current document, do one of the following: 

· Insert a bookmark at the location you want to go to. 

· Apply one of Word's built-in heading styles to the text at the location you want to go to. 

3. Select the text or object you want to represent the hyperlink by highlighting it. 

4. On the Standard toolbar, click Insert Hyperlink[image: image4.png]


. 

5. Under Link to, click Place in This Document. 

6. In the list, select the heading or bookmark you want to link to by clicking on it. 

7. To assign a ScreenTip to be displayed when you rest the mouse over the hyperlink, click ScreenTip, and then type the text you want.  

For links to headings, Word uses "Current document" as the tip if you do not specify one; for links to bookmarks, Word uses the bookmark name. [image: image5.png]2 resume - Microsoft Word
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8.  Click OK

