Placing Links and Hyperlinks
Links:

Typed webs address that when clicked, sends the computer to identified website.

· To place a link into anything (word document, PowerPoint, email. . .), simply type the web address and press enter.  

· Example:  www.bsapp.com
· If the link is long and you don’t want to type it:

· Go to the webpage 

· Right click on the address at the top of the page (this is the white box at the top of the page that starts with http)

· A menu will appear, choose “copy”

· Now go to the program you would like to insert the link

· Right click and choose paste.  The long address will be inserted as an active link

Hyperlinks:
An object or text linked to a website.  When clicked, the computer will jump to the website or file.
· Right click on the object you wish to hyperlink

· Choose “Hyperlink” and menu box will appear

· Now type or paste the desired website in the “Address” box

· Choose “Okay”

· The item is now hyperlinked and with jump to the indicated website when clicked

Click here to go back to the start up sheet
