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Word 101: Using Hyper links 
 
Overview 
When working with Word documents, it is often very useful to include hyperlinks to websites 
with more information about a given topic. Word makes it very easy to add hyperlinks to words, 
phrases, or images. It is important to know how to do this in many office settings, so you should 
take some time to develop this skill. 
 
Using Hyper links with Text 
The first step in this process is to select (highlight) the text you want to appear as a link. This can 
be either a single word or a phrase, sentence, or paragraph. In this case, we will select a single 
word. Next, click on the “ Insert”  menu and select “Hyperlink”  as illustrated below: 
 

 
 
This will bring up the “ Insert Hyperlink”  window, which allows you to specify the target for the 
hyperlink. You can type it in the space provided or copy and paste it from the address bar of your 
web browser, like this: 
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Using Hyper links with Images 
To use images instead of words as hyperlinks, the process is almost exactly the same – just select 
(highlight) the picture you want to use, then click on the “ Insert”  menu and select “Hyperlink”  
like this: 
 

 
 

Again, this will bring up the “ Insert Hyperlink”  window, which allows you to specify the target 
for the hyperlink. You can type it in the space provided or copy and paste it from the address bar 
of your web browser, like this: 
 

 
 
As you can see, enhancing your documents with hyperlinks is just that easy! You should take 
some time to practice this skill, so that you can use it in your next office job. 


