How to Add Hyperlinks WITHIN a Document 

MS Word 2008 for Mac - V 12.2.6

(same concept with Word 2007 for PC, different dialogue boxes)
Example: Table of Contents

TABLE OF CONTENTS - General Description

I. Create Bookmarks for everything you want to link TO (think target, destination)

II. Create Hyperlinks from any highlighted text to any bookmark

III. Test Run a couple, practice on smaller document 

IV. Secret Link to Download This File for FREE
V. Additional Thoughts

I. Create Bookmarks: Bookmarks = locations in document that will be linked TO (targets, destinations after a click)
1. Highlight location in doc (chapter, heading, etc.) you want to turn into a Bookmark. Suggested - Copy text to paste in next step.

2. Insert > Bookmark. Paste into “Bookmark Name” on top line. You can also just type it in or use an abbreviated name 

· “Bookmark Name” CAN NOT have spaces, special characters, or numbers.

· Your chosen “Bookmark Name” is what readers will see by default when they hover over hyperlinks 

· Click on ADD (this box is only available with an allowable bookmark name)

· Option: Select “Sort by Location” to have bookmarks listed in order

3. Repeat for all desired Bookmarks within doc (Table of Contents heading + actual chapter headings). It’s a good idea to do just a few at a time to make sure you have it right.

II. Create Hyperlinks
Hyperlinks are clickable text that allows you to jump from the link to the bookmarks that you have created. 

Cut and Paste Method: 

1. Highlight the text you want to turn into a hyperlink. In our case it is the chapters listed under the Table of Contents

2. Click Insert > Bookmark. Find bookmark that you want to link to, copy, close

3. Make sure you highlight the text you want to turn into a hyperlink. Right click the highlighted text. Click Hyperlink… 

4. A dialog box will open, with curser at top in “Link to” box

5. Type “#” then paste bookmark name into box. That’s it!

6. Check your link

III. Test Run
If you have a long series of links, just do a few at a time to make sure you get it right. Don’t repeat my mistake of doing a series of 10 bookmarks incorrectly, only to find out that you have to redo them.
IV. Secret Link to Download This File for FREE
Want a reference copy of this file to read on your computer, print out, or see how the links work?

WEB LINK: How to Add Links Within a Document
V. Additional Thoughts
>You do not have to use the cut and paste method described here. One-word names or abbreviations for bookmarks are fine. For example, using TOC as the abbreviation for Table of Contents may save you clicks while creating hyperlinks. I personally choose to spend a little extra time to include a more complete bookmark name so that when people hover with the cursor over the link, they will see the full version. That being said you can change what readers see when the hover over a link in the hyperlink dialog: Highlight text, right click Hyperlink… click Screen Tip… type in desired text. This is what will show up

>When creating a table of Contents with links, I like to make only one bookmark for the entire TOC. This saves on typing, and readers can easily get to chapter links from there.

>When doing a Table of Contents I think is easier to hyperlink from ALL Chapters in the TOC to the actual Chapters first, then with the TOC hyperlinks in place, link from the Actual Chapters back to the TOC.
This is one method that will get you up and running. Once you have the basics it’s time to experiment to see what works best for you.
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