Creating Hyperlinks in an AppleWorks Word Processing Document

1. Open a word processing document.

2. Open the Links Palette (Show Links Palette under the Window menu)

3. Change the pulldown menu to URL links.

4. Highlight the words that you want to be a link.

5. Create a new URL link (under the Links menu).

6. When the dialog box opens, fill in the URL in the proper box. Make sure to include the whole address, http://anywhere.com

7. The link will now turn a different color and be underlined.

8. To use the links, move the cursor over the link and click on it.

9. If your browser is not running Appleworks will launch it and go to the site.

10. If your browser is already running, the new site will be called up and you must use the Alt-Tab keys to switch applications.

11. Annotate the URL for future reference or to give students an idea of what the site might contain.

Creating Hyperlinks in a Microsoft Word Word Processing Document

1. Open a word processing document.

2. Name the document using the Save As selection under pulldown “File” menu.

3. Diminish the word processing file.

4. Activate your browser and connect to the internet (it could already be running).

5. Find a site you wish for students to access.  Highlight and copy the URL.  (The “copy” command can be found in the Edit menu.)

6. Diminish the browser (Netscape or Internet Explorer) window.

7. Maximize the word processing document.

8. Paste the copied URL into the word processing document (The paste command is found in the “Edit” menu.) and press enter.  This should result in the URL being “hotlinked.”  Click on the link to make sure it is working.

9. Annotate the URL for future reference or to give students an idea of what the site might contain.
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