SKILL BUILDING TIP: HYPERLINKS
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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
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MICROSOFT OFFICE SUITE



Microsoft Office — links to the web

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.
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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.
Link to: Text to display: Iwww.executiveassistantsgroup.corn ScreenTip, . |
Laok in:
Existing File or = IEJ My Documents j g g @
Web Paga IC5) Access Connections - Bookmark. .. |
Current I5) Adabe Scripts
Folder |C5) Bluetooth Exchange Folder Target Frame. ., |
Place in This 2 Dowinloads
Diocument Browsed |IC3) DYMO Label
Pages Py Music
r.é My Pictures
Creake Mew Recent 55 My vidsos
Document Files I Mew Folder
IC3) Temporary save spot LI
> ‘ Address: Ibvw.executiveassistantsgroup.com ;I
3k Trartate E-mail dddress
oK I Cancel



http://www.executiveassistantsgroup.com/

Microsoft Office — adding links to an email address

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.

Insert Hyperlink ilﬂ

Link, ko Text ko display: Imailtu:desireec@dur.wa.gu:uv?sul:uject=RS'-.-'P for Spring Conference ScreenTip... |
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IRS'-.-'F‘ for Spring Conference

Place in This ~ Recently used e-mail addresses:
Docurnent d

Creake Mew
Dacument

[~
— =
< E-mail Address
(0] 4 I Cancel |

In this instance, not only did | add a direct link for the reader to email me, but | 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.




Microsoft Office — using bookmarks

Bookmarks are excellent for taking your reader to items you reference in the text.
Highlight or click on the item you want the reader to jump to

Go to the Insert tab and select Bookmark

You will be prompted to give the bookmark a name

Click on the Add button (or hit Enter)

Then select the text where you reference the item,

m
>
(€))
Y2
S
—
—
o
-
—
O
=
)

Al

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.
Bgokmark name: Lirk ko Text bo display: |see Figure 2.1 ScreenTip. ..
= (s ] e
@ Select a place in this document:

- |
Delete Exisking File or

‘Web Page
(&0 Tio |
Flace in This
Diocument

;I Create Mew
Sort by (¢ Mame Document

" Location

i Top af the Document
Headings

Target Frame... |

[ Hidden bookmarks
E-mail Address

cancel | oK I Cancel




(O HY U aes - Mews Clips: March 23, 2011 - Message [HTML) = X
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Message Developer Add-Ins

4D (KLY (5| s B (YR

Reply Reply Forward || Delete Moveto Create Other Block [ not Junk Categorize Mark as

to All Folder~ Rule Actions~ || Sender - Unread || ki Select~
Respond Actions Junk E-mail [P} Options [P} Find
From: Carson, Desiree (DOR) Sent: Wed 03/23/2011 7:30 AM [
Ta: DOR DL All Forecast Council
Cc
Subject: Mews Clips: March 23, 2011

Time running out to apply for amnesty program

| » 1

Time management is CFOs’ greatest challenge

Doubts cast on biomass power in Washington

FDA halts food imports from affected area of Japan

More than 4 percent of Whatcom home loans 90 days late

Boeing hiring 100 a week: here's how to join the ranks

Senate's transportation budget would levy $100 annual fee on electric cars
LOTT may buy brewery land

New-home sales plunged in February to record low

Lawmaker suggests 7 percent corporate income tax

Deutsche Bank puts 'buy' rating on Starbucks

Tourism forces fighting on three fronts
Japan disaster likely to be world's costliest

Microsoft Windows InTune debuts as business cloud service
Cray lays off 52 in restructuring move

Tacoma works to recover from economic blows
Officials: |l ow radiation levels on ship at Tacoma port not a danger

Time running out to apply for amnesty program
Less than four weeks remain to apply for tax amnesty with the Washington State Department of Revenue. April 18 is the application deadline for the temporary opportunity to pay back taxes without
penalties or interest. All back taxes must be paid by April 30.
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"This unique opportunity allows businesses that have struggled during this difficult economic period to get caught up on their state business taxes," said Revenue Director Suzan DelBene. "It also helps
the people of Washington State by generating dollars that can be used to fund essential state services.”
The amnesty program allows businesses that have outstanding liability on certain taxes due prior to Feb. 1, 2011, to pay those taxes without paying the associated penalties and interest.

So far, more than 5,000 businesses have taken advantage of the program, generating more than 512.6 million for the state while saving themselves 4.3 million in penalties and interest.

The amnesty application and other information on gqualifying can be found on the Department's website.

Time management is CFOs’ greatest challenge :




Microsoft Office — Linking to documents on a shared network drive

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.
Select the text where you want to create the link

g

Right click and select Hyperlink

m
>
(€))
Y2
S
—
—
o
-
—
O
=
)

w

Choose Existing File or Web Page

a

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
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Microsoft Office — The EAG website in Publisher
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Microsoft Office — The EAG website in Publisher

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.
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Adobe Acrobat- Links Tool

In Adobe Acrobat Professional (not reader!):
On the Menu bar select Tools
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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 LR e
action yOu Wa nt it to take. S Link. Type: |Invisi|:u|e Rectangle | Line Style: ISuIid vI
. _ Highlight Style: | Outline = Calor: !l
6. You will then get this box
Line Thickness: IThin j
x|
—Link Action

Use the SErD"barsJ MaUse, erdl enEmm 02 (N | s
kools bo seleck the target wiew, them | | ELLLRERELLID

press Sek Link to create the link ™ Open a file
destination,
™ Open a web page
Cancel | " Cuskom link
Help | ITI Zancel |

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

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.
=
2' Appearance |
—Add an Action

Lirk Ty pe: I'-.-'isil:ule Rectangle j Line Skyle: IDashed vI Select Action: | Execute 3 menu tem =

—Link Appearance
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Highlight Style: I Irwert j Calar: -l D |
Line Thickness: - ~Actions
—Link Action

i G0 b0 a page view

" Cpen a file

™ Open a web page

&+ Cuskom link D edi || ook |

Hel | | Mk I Zancel |
[u] ™ Locked Clase |
3 Menu Item Selection

File Edit Yew Document Comments Tools Advanced Window  Help

=

Bookmarks Page Images  Arkicles  Destinations  Info Miscellaneuus|

Select a menu item from the above menw az the action
to execute far this link.

Selected: Mone

Cancel |




* Hyperlinks are useful for the audience of your documents.

* They can be done very easily — probably even easier than I've described today!
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* 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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