Chapter 2
Microsoft Word
(Part 2)

Prepared by : Mohd Norfitri
Lecturer ICT




Microsoft Word Skills
Part 2




Introduction
o
Page Layout

What you'll learn to do: change page layout.
There is more to a document than the text it contains.

How that text is arranged can contribute to how a
document is read or perceived.

In this section, you will learn a few page layout tools that
can help you fit more information on a page or arrange
information so that it is communicated clearly.




Tab Stops

O Each hit of the Tab key inserted a tab space. By default, a tab space stretches to fit the next 1/2 inch
interval on the page. Tab stops control the width of a tab space so that it can be greater or less than

1/2 an inch.

O By changing the width of tab spaces, you can align text with tab stops rather than the edge of a
column, page, or margin. This can be useful for aligning text different ways in the same line.
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Tab Stops

Left tab

Aligns text left along the tab stop line
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Aligns text centrally to the tab stop line
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Right tab

Aligns text right along the tab stop line
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Tab Stops

Method using Tab
Stops




Tab Stops using Ruler

1. First, make the ruler visible (if it isnt visible already). Go to View>Show and check the Ruler box.

2. The rulers display the width of the page in inches. The shaded-in gray spaces on the ruler represent the margins. This
screenshot shows margins of one inch.

3. To add a tab stop,
v select the paragraph or paragraphs the tab stop will be added to.
v Select the type of tab stop by clicking the tab selector icon in the top-left corner until it shows the appropriate
icon (A black L shaped figure representing left tab., An upside down T shaped figure representing center tab., A
backwards black L shaped figure representing right tab.).
v/ The tab selector button is located at the top of the vertical ruler and to the left of the horizontal ruler.
4. Once the type of tab stop you want is selected, click anywhere along the horizontal ruler to place the tab stop.

5. The tab stop is represented by the icon in the ruler. In the screenshot above, the right tab is marked with a green
circle. Notice that the lines below are right-aligned with the tab stop, with the exception of the last line. The last line is
not aligned because the line is too long for the text to fit with the right-align.

6. To move the tab stop, click and drag the tab icon along the ruler.

7. The selected paragraphs moved with the tab stop. (And notice that the last line is aligned now that there is enough
space for the text.)

8. To remove a tab stop, click the icon and drag it off of the ruler.



Tab Stops using Ruler
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Dlalog BO You can also add and move tab stops using the tab dialog

box. To reach it, go to the Paragraph dialog box in the
Home tab.
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Indents and Spacing Line and Page Breaks
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Indentation
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= = Then click the Tabs button at the bottom-left corner of
the Paragraph dialog box.
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Right: 0" (none)
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Tab Stops
Using the
Tab Dialog

You have now reached the Tab dialog box.

Choose which type of tab stop you want in the Alignment
area (Left, Center, Right, Decimal, or Bar). Type the
distance of the tab stop in inches, then click Set or OK to
apply that tab stop to whichever lines are selected.

Use Clear to remove tab stops. You can also still click
and drag the tab stop along the ruler to change its
location or drag the tab stop off the ruler to delete it.
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Leader

Tab Stops

Using the .

Tab D/alog

Tabs X
OX Tab stop position: Default tab stops:

5.8° 0.5 5

5.8

Tab stops to be cleared:

Alignment

O Left (O Center (® Right
() Decimal (O Bar

Leader

Set Clear Clear All

A The leader is a filler for the tab space. Instead of leaving the

tab space blank, you can fill it with periods or other
characters.

This is particularly useful for a table of contents, but it can
have other applications too.

To choose a leader, select one of the options under the
Leader section of the Tab dialog box.
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Margins

v

 To add columns, either select the text you want to
arrange into columns or place your cursor where
you want columns to start. Then, go to
Layout>Columns and select the number of
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. Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
S| Separate text around objects on web
pages, such as caption text from body text.
Section Breaks
Next Page
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Continuous
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2 Even Page
W Insert a section break and start the new
=

section on the next even-numbered page.

1

Mailings

v

Review View

Sign in

Q Tell me

Send Backward
ap . .
ol; Selection Pane

Arrange
emillresult in
revenue share of i
money reachingup to 9
percent by 2018. Asia and
frica will observe significant
mobile money,
with techn!
innovation and focus 0
interoperability emerging as
prominent trends by 2018.

In developing countries,
mobile payment solutions
have been deployed as a
means of extending financial
services to communities
known as the “unbanked” or
“underbanked,” which are
estimated to represent as

BB & -

9,. Share

o Align~

=

* Adding a column break will end the column and
send text to the next column. Note that a column
break is tied to the location within the text, not
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before the Mobile Commerce headline will put a
column break before the Mobile Commerce
headline, regardless of how much text comes
before or after the Mobile Commerce headline.




Headers and footers are the top and bottom sections
Hea der an d of the document respectively. They are separate

sections from the main document, and are often

used to hold footnotes, page numbers, titles, and

FOOter other information.

The header and footer controls are in the Header &
Footer group of the Insert tab. (Insert>Header &
Footer)
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Header and
Footer

The Header and Footer options each
contain a dropdown menu. Click one of
the Built-in options to insert it, or select
Edit Header (or Edit Footer) to edit the
header (or footer).
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Header and
Footer

The information in the header or
footer is repeated in every header
or footer in the document.
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You can number the pages in your document automatically in the
header/footer options with the Page Number option.

Pa e H -0 = Document1 - Word ea.. Signin =
Q Tell me 9*.

File Home Insert Design Layout References Mailings Review View

("] Header~ ; [ Quick Parts ~ 5 s [ | ™05 A
eader E?'j- E: uick Parts U 4 D = : m

Top of Page
egulation and performed from or via a mobile

[2) Footer~ [ Pictures i > +/0.5"
Da S Goto Goto Options Close Header
[#] Page Number ~ [.@ Online Pictures Eleader Eooter v and Eooter
E] Navigation Position Close ~

[ Bottom of Page »

can use a mobile phone to pay for

) Page Margins »
B Ciirank Bosstion y s has a long history, only recently has the technology to support such systems béCome
e.
“rm Format Page Numbers...
DE] - g¢ - nt is being adopted all over the world in different ways. In 2008, the combined market for
[_;;( Remove Page Numbers bile payments was projected to reach more than $600 billion globally by 2013, which
=H - = Documentl - Word e ign i
B e : . Choose a location on the page by going to the Top of

[ Header - E‘{ s [El Quick Parts ~ u =ie = — 0.5" E . . .
D e ey Dmte e @Eo e c;;%tfr Page, Bottom of Page, Page Margins, or Current Position

S ) options and selecting an alignment. (Current Position
refers to where the cursor is located.)

Top of Page > Insert
Bottom of Page > Simple
Page Margins » | Plain Number 1

urrent Position

Aokl o fo
In

ormat Page Nur
er

mm

nove Page

ol
~_ Plain Number 2
nt

The page number will be repeated on every page in the
header or footer, but the number will change to reflect the

Plain Number 3

== I —— .
. appropriate page number. You can also change the way th
[ More Page Numbers from Office.com .
—— e — pages are numbered by going to the Format Page Num

option.




In tro dUCtIOn tO O Text boxes are containers for text that can be customized

and moved around.

TeXt Boxes Q They are useful for emphasizing or decorating text.

[GRAB YOUR READER’S ATTENTION WITH A GREAT QUOTE
FROM THE DOCUMENT OR USE THIS SPACE TO EMPHASIZE A

What yOU’” |earn to dOi KEY POINT. TO PLACE THIS TEXT BOX ANYWHERE ON THE PAGE,

JUST DRAG IT ]

[Sidebar Title]
A Create and modify text boxes.

3 Things in a Microsoft Word document

that are not text are called “objects.”
3 The first object we will cover is a text
A

[Grab your reader’s attention with a great quote from the

bOX. document or use this space to emphasize a key point. To place
this text box anywhere on the page, just drag it.]

Many of the controls and features of o

text boxes are also applicable to

images, another important object in
Microsoft Word.

[Cite your source here.]




Text Box
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To add a textbox, go to Insert>Text>Text
Box.

There are a few pre-created Built-in
options to choose from.

Click one of the Built-ins to add it to the
document.

You can also draw your own by choosing
Draw Text Box, then clicking and
dragging where you want the text box to

be.




Text Box
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Text Box

Rotation control. Click the circular arrow and then drag to
rotate the text box.

Anchor point. The

anchor is the point at

which the text box

intertwines with the

rest of the document. o [ msisatextoox

Wrap text. This controls how
2 content in the rest of the

document interacts with the
text box. Text can go around

. : N [ =
Click the anchor icon L 8 the text box, in front of the
to select the entire 5 text box, or skip over the text
text box. box. Text wrap is covered in
| more detail in the Images
"""""""""""""""""""""""""""""""""""""""""""""""""" @ section

Resize points. The white dots on the border of the text box control
the width and height of the text box. Click and drag any of the white
dots to move that side or corner.




Text Box

To move the text box, hover your cursor near the edges of the box. When you see four arrows
behind the cursor, you can click and drag the box wherever you want it.




Text Box

Formatting Text Boxes

When you create a text box, a new tab will appear on the ribbon called Format. There are a lot of
different tools in the Format tab, some of which may look familiar.
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Shapes

O The Shapes group (at the far left) allows you to change the shape of the text box.

A Click the Change Shape button in the Shapes group and then Change Shape to see a
dropdown menu with many shape options.

Q Click an option to apply it to the text box.
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1.Shapes

3 You can also create a custom shape using the Edit Points option (just below Change Shape).
A The points of the text box will be outlined. Click and drag the black dots to alter the shape of
the text box.
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2.Styles

A Click the dropdown arrow to open a
dropdown menu with a variety of
styles for your text box.

3 Some styles may have a gray
checkered pattern.

A The gray checkered pattern indicates
transparency. Hover over each effect
to preview the results; click to apply
the effect.
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2.Styles

A Click the dropdown arrow to open a
dropdown menu with a variety of
styles for your text box.

3 Some styles may have a gray
checkered pattern.

A The gray checkered pattern indicates
transparency. Hover over each effect
to preview the results; click to apply
the effect.
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3. Text

The Text group of the Format tab gives you additional control of the text in the text box.

Text Direction
By default, text runs horizontal in the text box.
But you can choose to rotate the text so that it
runs vertically by choosing Rotate all text 90° or
Rotate all text 270°.

S Review View Format

||{} Text Direction ~ i, ED

e

ABC Horizontal

121

Rotate all text 90°

oav

Rotate all text 270°

ABC

Hﬁ Text Direction Options...

Text Alignment
Text alignment of text boxes works much like text
alignment in the main document. Instead of the
margin or border of the page, the text aligns with
the border of the text box.
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4.
A Kmngyes the order of text boxes and other elements on a page. Although a Word

document is a two ensional file, arranging elements requires a bit of three-dimensional thinking.

3 The main document, where the main text is, is the bottom layer of the document. When you create a text
box, the text box is on top of the rest of the document. Adding another text box puts the new text box
on top of the first one.

Congratulations to our employee of the month, Shanice Jones! Sha

workisamameaiSians S et 2015. Within six months, her
work Jtnonal lc—adershlp skills prog
bein; ling for
Shar. another text  every

COWUInCI> a3 o guuu s, ICet, b
is an absolute asset to the 12 bOX. target
and she’s a great personto t 2 arou
free time, Shanice enjoys run ingl), 1
books, and spending time wit 2rsona

blways seems impossible until it's done.” Way to go, Shanice!

O With the Arrange option, the text box order can be rearranged.




» These options are also available when right-clicking on a

text box:

Q Bring to front brings the text box to the very front so
that it is on top of everything else.

ailings  Review Vi jo]

BT — O Send to Back sends the text box to the very back so
\ [;laA,ignTm- A"a:ge Si that everything else is on top of it.
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A Bring forward brings the text box forward one spot.
A Send backward sends the text box backward one spot.
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always seems impossible until it’s done.” Way to go, Shanice!



Introduction
fo Tables

What you’ll learn to do:
create tables to organize
information in a Word

document.

dInserting tables into your
Word document can help
organize and display
data.
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3 Inserting tables into your Word document 0000000000

: : 0000000000
can help organize and display data. 0000000000

NARAmAERC
A To create a table, click Ihsert>TabIe. A SEOOEOEOR

small menu will open with a grid that 0000000000
represents table cells. Mouse over and e
select how many rows and columns you E ;;TT::
would like in your table. .

EE; Excel Spreadsheet

B Quick Tables »
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Creating
Tables

You can also choose the Insert Table... option below the grid
instead. This will take you to a dialog box where you can
choose how many rows or columns you want, as well as the
column width. Using the Insert Table... option is also a good
choice if you need more cells than the grid provides

Insert Table

Table size
Number of columns:

Number of rows:

AutoFit behavior

() AutoFit to contents

(O AutoFit to window

(® Fixed column width:

OK

? X

p¥]
4)

4

Auto

D Remember dimensions for new tables

Cancel




Creating
Tables

If you ever want to change the dimensions of your table,
you can right-click in the table and choose to insert more
columns and rows, as shown below.
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‘g‘) Hyperlink...
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Creati
rea Ing You can select multiple cells or even entire rows or columns by

clicking and dragging your mouse across the cells. Right-click on

' ables selected cells for more options to insert or delete cells.

Documentl - Word Tab... Signin Ea] =

Design Layout References Mailings Review I Design Layout Q Tell me P+
5 =l E| B (——':—j,‘ %} =3 = [ Header ~ 4 O
R B | e s [ 5 (L 2]) Lg (&) L) | 2 = N
Pages Table Pictures Online Shapes Icons Add- Online Links Comment Text Symbols
T - Pictures - [T ins~ Video > [£] Page Number ~ ¥ >
Tables lllustrations Media Comments Header & Footer ~
3

I | | I
I | [ |

Calibri(B ~ |11  ~| A" A7 1= ~ i= ~ I,TI' I—:;('

B I = ay ~ e - o~ _ > N Insert Delete

| | | E" Delete Cells...
LxJ Delete Columns
Delete Rows

X
X Delete Table

Page1of1 Owords [|2 B B - i + 90%

To enter data into the table, simply select a cell and start
typing.




FOrma ttin @ Once the table is created, you can make the table more
g interesting to look at and easier to read by applying
formatting such as colors, spacing, and borders.

; ables A Click somewhere in your table, and some new menu
options will appear in the top menu, Design and Layout.
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FOrma ttin O There are many options in the Design menu. A table
g style will do a lot of formatting for you.
A

Click on the Table Styles dropdown menu (circled in

; ables the screenshot above) and hover over each style to see
a preview of it.

A Click on a style to apply it to the table.
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You can add borders to individual cells, rows, or columns. Select i S

the cells, then go to the Borders area of the menu in the
top-right corner to customize the border settings. In the
screenshot below:

= s Document1 - Word

e
1. This changes the type of border. There are solid, dotted, and a0
dashed borders to choose from.
2. This changes the width or thickness of the border. The e —— ¥ n
smaller the point, the thinner the line. o = i
3. This controls which side or sides of the cell the border - — '

appears on. From here, you could make only vertical borders
appear, only outside borders appear, and so on.




IntrOdUCtlon What you’ll learn to do:

3 Place images in a Word document.
3 Images are a huge asset for certain
tO Images documents. A brightly colored

image can draw customers in to
look at a flyer, or a graph can
explain a concept better than a
paragraph.

3 Placing images into your document
can really make it pop
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To add an image, put your cursor where you want the image to appear (at the beginning of a
paragraph is a good place). Then go to Insert>Pictures.




Adding
Images

A window will pop up to
let you choose a picture
saved on your computer.

EE Insert Picture

4 Q

Text Symbols
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corporate communication, research and measurement, and reputation management. Business
communication may also refer to internal communication: In a large company, @ communications
director may be in charge of managing internal communication and crafting the messages sent to
employees. From an HR point of view, effective communication within an organization is vital to building
Page 1 of 1 2438 words (RE3 B -

Adhe simplest model of communication relies

on three distinct parts: sender, message, and receiver. More complex models add a fourth element: the
channel used to send the message. We'll talk more about channels later in this module, but for now, you
can think of the channel as the medium, or form, of the message. Channels can take verbal, nonverbal,
and written forms. Emails, conversations, video conferences, television ads, and Web site publications

are all examples of specific communication channels.

In business, the sender and receiver roles can be filled by many people within and outside of the
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Text Wrap
Change
Image
layout
options.

Notice that wherever the image is placed, the line spacing
dramatically increases to fit the size of the picture.

This is because images are treated as an inline text character.
In other words, Word treats the image like it would treat any
word or letter of text.

You can change this by applying a text wrap.
Text wrap causes all of the text to wrap around the image so
that the image does not interfere with line spacing.

Page 1 of 1
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The simplest model of communication
relies on three distinct parts: sender,
message, and receiver. More complex
models add a fourth element: the channel
used to send the message. We’'ll talk more
about channels later in this module, but for
now, you can think of the channel as the
medium, or form, of the message. Channels
can take verbal, nonverbal, and written
forms. Emails, conversations, video
conferences, television ads, and Web site
publications are all examples of specific
communication channels.

In business, the sender and receiver roles can be filled by many people within and outside of the
organization: For example, a manager (sender) holds a meeting with an employee (receiver) to discuss
the employee’s performance. The marketing department (sender) publishes a product launch
announcement to reach potential customers (receivers).

There is also an enormous range in the kinds of communication that take place within and to and from
an organization. For example, business communication is used to promote products, services, or an
organization; relay information within a business; or deal with legal and similar issues. It encompasses a
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Method 1: Quick Apply

Method 2: Format Tab




TeXt Wrap: Method 1: Quick Apply
Change i
Image N
layout
options.

2

Layout Options X

In Line with Text

P!

With Text Wrapping

o o TR - T

X 4 e The simples
varts: sender, message, and receiver. More complex

N == e
ou

o=

on three disting

2 all examples of specific communication channels.

In business, the sender and receiver roles can be filled by many peopl
organization: For example, a manager (sender) holds a meeting with 3 TR
the employee’s performance. The marketing department (sender) puq

E B - i + 80%

Page1of1 248words [[%



TeXt Wrap, Method 2: Format Tab

( han e When you click on the image, the Format tab will appear in the
g ribbon. From the Format tab, you can choose Warp Text.
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Method 3: Position

Go to Format>Position for options that not only apply text wrap but

I . . .
also pOSItIOI ' the in 1age on the page.
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on three distinct parts: sender, message, and receiver. More complex models add a fourth element: the
channel used to send the message. We'll talk more about channels later in this module, but for now, you
can think of the channel as the medium, or form, of the message. Channels can take verbal, nonverbal,
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publications are all examples of specific communication channels.

In business, the sender and receiver roles can be filled by many people within and outside of the
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Text Wrap: ot Wrap Options

Regardless of which method you use, the text wrap options are
h the same. The text wrap you will probably use the most is the
a nge square text wrap, but there are other text wraps too.
|
The simplest model of communication relies on three distinct parts: sender, message, and receiver.
More complex models add a fourth element: the channel used to send the message. We'll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,

of the message. Channels can take verbal, nonverbal, and
written forms. Emails, conversations, video

and Web site publications are all
communication channels.

conferences, television ads,

examples of specific
u In business, the sender and receiver roles can be filled by
outside of the organization: For
holds a meeting with an
the employee’s perfermance.
(sender) publishes a product
reach potential customers

many people within and
example, a manager (sender)
employee (receiver) to discuss

| |
The marketing department
launch announcement to
I} (receivers).

There is also an enormous range in the kinds of
communication that take place within and to and from an
organization. For example, business communication is used
to promote products, services, or an organization; relay information within a business; or deal with legal
and similar issues. It encompasses a variety of topics including consumer behavior, advertising, public
relations, event management, corporate communication, research and measurement, and reputation

Square: text wrap around the image in a square shape




Text Wrap:
Change
Image
layout
options.

The simplest model of communication relies on three distinct parts: sender, message, and receiver.
More complex models add a fourth element: the channel used to send the message. We’'ll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,
of the message. Channels can take verbal, nonverbal, and written forms. Emails, |
conversations, video conferences, television ads, and Web site publications
are all examples of specific communication channels.

receiver roles can be filled by many

organization: For example, a
employee (receiver) to discuss
department (sender) publishes a
potential customers (receivers).

In business, the sender and
people within and outside of the
manager (sender) holds a meeting with an
the employee’s performance. The marketing
product launch announcement to reach

communication that take place
example, business communication
organization; relay information

There is also an enormous range in the kinds of
within and to and from an organization. For

is used to promote products, Services, or an
within a business; or deal with legal and similar issues. It encompasses a variety
of topics including consumer behavior, i advertising, public relations,
event management, corporate communication, research and
measurement, and reputation management. Business communication may also refer to internal
communication: In a large company, a communications director may be in charge of managing internal
communication and crafting the messages sent to employees. From an HR point of view, effective

Tight/Through—Text wraps around image, regardless of what shape the
image is. This text wrap works best with images that have no
background.
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; eXI Wl a The simplest model of communication relies on three distinct parts: sender, message, and receiver.
v More complex models add a fourth element: the channel used to send the message. We'll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,
| |
- of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
conferences, television ads, and Web site publications are all examples of specific communication
channels. In business, the sender and receiver roles can be filled by many people within and outside of
I the organization: For examole. a manager (sender) holds a meeting with an emplovee (receiver) to

Top and Bottom—Text stops when it hits the top of the image and
continues at the bottom of the image; no text is to the left or right of the
Image
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The simplest model of communication relies on three distinct parts: sender, message, and receiver.
More complex models add a fourth element: the channel used to send the message. We’'ll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,
of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
conferences, television ads, and Web site p Jass

channels. :

organization: For example, a manager (sender) g with an employee (receiver) to discuss
' publishes a product launch

\|
There is also an enormous range in the kinds of co Cc \kt take place within and to and from
an organization. For example, business communicatio 10 ﬁromote products, services, or an
organization; relay information within a business; or gés #iegal and similar issues. It encompasses a
variety of topics including consumer behavior, advertiSing IC relations, event management,
corporate communication, research and measurement, a ation management. Business
communication may also refer to internal communication ; op company, a communications
director may be in charge of managing internal communication and crafting the messages sent to
employees. From an HR point of view, effective communication within an organization is vital to building
trust and job satisfaction among employees.

Behind text—Image is behind text. Text will cover image.
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e Xt W’ a p i The simplest model of communication relies on three distinct parts: sender, message, and receiver.

More complex models add a fourth element: the channel used to send the message. We'll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,

of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
a n g e conferences, television ads, and Web site pulsli i 3|l examples of specific communication
channels. v

. In business, the sender and receiver roles can by \ » people within and outside of the
organization: For example, 3 manager (sender ) S L ith an employee (receiver) to discuss
I ’ ' ' a e the employee’s performance. The marketing dé M 'publishes a product launch
announcement to reach potential customers (re ' |

an organization. For example, business communicatio . \romote products, services, or an
organization; relay information within a business; or gés al and similar issues. It encompasses a
variety of topics including consumer behavior, advert . 'k'elations, event management,

corporate communication, research and measurem " n management. Business
communication may also refer to internal commur . company, a communications

L) )
director may be in charge of managing internal communication and crafting the messages sent to
I employees. From an HR point of view, effective communication within an organization is vital to building

trust and job satisfaction among employees.

In front of text—Image is in front of text. Text behind the image is not
visible.




Hyperlinks

A hyperlink is a piece of text that when clicked takes the user to a webpage. Hyperlinks can also link to email

addresses; when clicked, these hyperlinks will open an email program (likely Microsoft Outlook) to send an
email to that address. Hyperlinks are formatted with a different color (blue, by default) and an underline.

Inserting a Hyperlink
To add a hyperlink to a Word document, select the text to be changed into a hyperlink

This is a hyperlink.




Hyperlinks

There are three options to add a hyperlink:

3. Insert>Links>Hyperlink.

1. Use the shortcut Ctrl+K.

2. Right-click the selected text and select Hyperlink... Design  Layout  References  Mailings  Review  View
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Hyperlinks

Any of these options will open up the Hyperlink dialog box.

Insert Hyperlink ? X
Link to: Text to display: hyperlink ScreenTip...
i Look in: Class Projects v| 2 @
Existing File
or Web Page Bookmark...
Current
! boldes Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Lﬂ Address: JAW\Documents\Class Projects v
E-mail
Address

Note that in the screenshot above, the Address textbox contains a file path. You can type in a file path to link to files stored on your computer or in

a shared database. Be aware that a hyperlink is only a path to a file, not the file itself—if a user does not have the file on his or her computer, they
will not be able to open whatever file you have linked.




Hyperlinks

The Text to display textbox at the top contains the text that will be formatted as a hyperlink. It can
be changed from this window.

The Address textbox at the bottom is where the hyperlink will send users. Type a webpage URL or
email address in the Address textbox.

Insert Hyperlink ? X
Link to: Text to display: hyperlink ScreenTip...
_,2] Look in: Class Projects v| |2 @
Existing File
or Web Page Bookmark...
Current =
3 Folder Target Frame..,
Place in This
Document Browsed
Pages
Create New Recent
Document Files
_x] Address: It

E-mail
Address




Hyperlinks

When the hyperlink is inserted, the text will change to the hyperlink style. By default, this is blue and
underlined, but this is customizable in the Color Theme options. (Design>Colors>Customize
Colors...).

This is a hvperlinkf.

Visiting a Hyperlink

Hover over the hyperlink to see a preview of where the link will take you. Be careful when following
hyperlinks to unfamiliar websites.

https://en.wikipedia.org/wiki/hyperlink
Ctrl+Click to follow link

This is a hyperlink]

Hold down the Ctrl key while clicking on the hyperlink to open the webpage or email (on a Mac, you don’t have to
hold any key—just click). If the link was to a webpage, Microsoft Edge (or Internet Explorer) will open and load t
hyperlinked page. If the link was to an email address, Microsoft Outlook will open and create a new message wi
that email address in the To field.







