
How to Create a Simple Hyperlink  
Linking word/words to another page within the same document  
 

1. Place to cursor just before the word “Hyperlink” at the end of your document 
a. The end of your document is where you described what you mean by “hyperlink” 
b. You can format it the way you see it fit 
c. Give the top of the page where all explained contents a title such as “Glossary” 
d. To reach this page for fast editing, keyboard shortcut: “Ctrl + end” 

2. Go to “insert” 
3. Click “bookmark” 
4. Write a name of the bookmark 
5. Click “add” 

a. Best name is the same of the words described 
b. all in one word (no spaces included) 
c. You can use caps lock at the beginning of each new word, if it’s more than one word 

6. Within document body, highlight the word/words to be describe, in this case: “hyperlink” 
7. Click “ctrl + K” or right click, the click “hyperlink”) 
8. Click “bookmark” button at the right side of the dialogue box 
9. Choose “hyperlink” from the book mark list 
10. Click ok 
11. “hyperlink” text format will change to be underline blue text 
12. If you click “ctrl + click on it” the cursor will jump exactly where “hyperlink” is explained (exactly 

where you chose for it to be) 
 

How to Create a Web Hyperlink  
Linking word/words to open an external web page  
 

8. Copy the web page address you aim to open 
9. Paste the web page address into the “Address” field showing below the dialogue box 
10. Click ok 
11. If you click “ctrl + click on it” the “Hyperlink 2” will open the web page you chose to link it to 

 

 

How to Use Hyperlinks to the Maximum   
Linking up to down, the down back up, where you first started, to gain time 
 

1. Use the same steps to use a simple hyperlink 
2. But this time locate the bookmark at the original location of the word in the body text 
3. And the hyperlink will be the title you created at the end of the document 
4. Just make sure you name them clear enough for easy linking process    

  

https://support.office.com/en-us/article/Create-a-hyperlink-5d8c0804-f998-4143-86b1-1199735e07bf


Hyperlink  
Adding hyperlinks to your document can help readers quickly access contact information, other parts of the 

document and any additional information online that you want to share 
Back 
 

Hyperlink Types 
The most useful are 

1. Another word in the same document 
2. Web page address     back 
3. Email address 

 

Bookmark 
Is a location or a selection of text that you name and identify for future reference. For example, you might use a 
bookmark to identify text that you want to revise at a later time. Instead of scrolling through the document to locate 
the text, you can use the same from document body towards the end, or vice versa. 
back 
 


