Using Hyperlinks
Hyperlinks

Hyperlinks can be used in documents to quickly go to different sections within the document, to a new file or to a web page.  The following example links to different ruled paper formats.  
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A. Linking within a document: Creating Bookmarks 
To link within a document, you will need to create something to link to. A bookmark is just the thing! Bookmarks can be placed within a document wherever you want them -- at the beginning of each section, top, bottom of the document, etc.

1. In Lesson 8A, at the first example of ruled paper, create a bookmark. Under Insert menu, select Bookmark. Give your bookmark a name: tenptbold. Put a bookmark at the beginning of each paper section naming it appropriately.
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2. On the Table of Contents page listing all of the sections in the document. Highlight the first item on the Table and go to Insert and select Hyperlink or select the icon from the menu bar. 

3. In the window, select bookmark. Find the corresponding bookmark that will link the content to the page. Click on its name and the OK. You will see that the item now has a blue font and is underlined- indicating that it is a link.

B.  Linking to a web page

Creating links within worksheets can provide immediate access to web pages, including Internet tools such as dictionaries, thesaurus or graphics.

Open the  Weblink file for directions on linking to an internet dictionary through a MS Word document.. 

