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Hyperlink Magic 

• Benefits of using Hyperlinks

•Adding Hyperlinks to your documents

•Microsoft Office Suite

•Word/Outlook
•Links to the Web
•Adding links to an email address
•Using Bookmarks
• Linking to documents on a shared network drive

•Publisher – the EAG website

•Adobe Acrobat (using version 7)
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Benefits of using Hyperlinks

• One of the primary reasons that the Web works so well is the ability to include 
hyperlinks on HTML pages that take the viewer from one file/page to another 
by clicking on the link in the text.

• Hyperlinks usually appear as (blue) underlined text. It is fast becoming 
universally known.

• Quick access to web pages

• Quick access to documents

• Making your documents easier to use

• Reducing file sizes of emails



MICROSOFT OFFICE SUITE



Microsoft Office – links to the web
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The easiest way to add a hyperlink to a document in Microsoft word is to simply type 
in an address: 

www.executiveassistantsgroup.com

Once you hit the space bar or enter key the hyperlink changes color and is 
underlined alerting the reader that it is now a live link that will take them to a 
location.

If that link does not lead you to the website:

1. Highlight the address

2. Right click 

3. Select Hyperlink and in the address field type or paste in the address.

http://www.executiveassistantsgroup.com/


Microsoft Office – adding links to an email address
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You can use this same technique if you want to add an email address, allowing the 
reader to immediately send email to the address using their email service. 

In this instance, not only did I add a direct link for the reader to email me, but I also 
added a subject. When they use this hyperlink, it will automatically populate “RSVP 
for Spring Conference” into the subject line. This will make it easier for me to 
establish a Rule in Outlook to organize the incoming mail.



Bookmarks are excellent for taking your reader to items you reference in the text. 

1. Highlight or click on the item you want the reader to jump to

2. Go to the Insert tab and select Bookmark

3. You will be prompted to give the bookmark a name

4. Click on the Add button (or hit Enter)

5. Then select the text where you reference the item, 

Right click and select Hyperlink.

6. On the menu on the left select Place in This Document

7. Select the Bookmark you created

8. Hit OK.

Microsoft Office – using bookmarks
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One way to reduce the size of emails sent to your work group is to use hyperlinks.

Rather than attaching a file, use your text and create a hyperlink.

1. Select the text where you want to create the link

2. Right click and select Hyperlink

3. Choose Existing File or Web Page

4. Use the “Look in:” box to find where your document is at (just like using 
Windows explorer…map to the document)

5. Select file and hit OK

Microsoft Office – Linking to documents on a shared network drive
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Microsoft Office – The EAG website in Publisher
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Just like in the other office products, a hyperlink is just a right click away.

The main difference in this example is that I’m making an object act as the hyperlink 
gateway to the document rather than using text.

Microsoft Office – The EAG website in Publisher
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In Adobe Acrobat Professional (not reader!):

1. On the Menu bar select Tools

2. Then select Advance Editing

3. Select “Link Tool” – once you do this your cursor will be a target.

4. Select the word/phrase/item that you want your reader to click on to go to your 
target.

5. This box will pop up asking you how

you want the link to appear and what 

action you want it to take.

6. You will then get this box

7. For page view: zoom in to the area you

want to focus on. Then you hit the Set Link button. You do not his Set Link until you 
identify the location.

Adobe Acrobat– Links Tool
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Play around with the options to find out what will work for you. Here’s another 
example.  Follow steps 1-5 on the previous slide. 

Adobe Acrobat– Links Tool
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2.

3.

1.
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Summary

• Hyperlinks are useful for the audience of your documents.

• They can be done very easily – probably even easier than I’ve described today!

• They can help your organization reduce email inbox sizes.

• You can craft them in a way that emphasizes your point or draws attention to 
items of interest.

• Resources:
• http://office.microsoft.com/en-us/word-help/create-a-hyperlink-HA010165929.aspx
• http://office.microsoft.com/en-us/excel-help/hyperlink-HP005209116.aspx
• http://teach.ucf.edu/resources/document-formatting-guidelines/links/
• http://blogs.adobe.com/acrolaw/2010/04/creating-hyperlinks-in-adobe-acrobat/
• http://www.adobe.com/designcenter/acrobat/articles/acr7sdcreatelinks/acr7sdcreatelinks.pdf
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