
Creating a Hyperlink in Microsoft Word

Basic Method

1. Have Microsoft Word and Internet Explorer (or Netscape Communicator) open on your desktop.

2. On the Internet, navigate to a site you would like to use. Highlight the address bar and press CTRL C (for copy). 

3. Return to your Word Document.  Place the cursor in the place where you would like the hyperlink to appear. Press CTRL V (for paste).  The url should be blue and underlined.

Advanced Technique

1. Have Microsoft Word and Internet Explorer (or Netscape Communicator) open on your desktop.

2. On the Internet, navigate to a site you would like to use. Highlight the address bar and press CTRL C (for copy). 

3. Return to your Word Document.  Type the text that you would like to be linked. In a WebQuest, this is normally the title of an article. Highlight that text. Press CTRL K (for insert hyperlink) or from the  Insert menu, choose Hyperlink.  (If you prefer icons, the Insert Hyperlink icon looks like a globe and a paper clip).  You’ll get a dialog box.  Place your cursor in the space labeled “typed the file or web page name” and press CTRL V (for paste). Then click OK.  The hyperlinked text should be blue and underlined. 
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