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How to Create Links within the same Document  
Say you have a document where you need to link a sentence to another part in the same document. 

 
 

MS Word 2003 MS Word 2007 
1. Select the word in your document where you want the link to take 

you to. On the Insert toolbar, select Bookmark… 

 

1. Select the word in your document where you want the link to take 
you to. In the Insert Tab, select Bookmark. 
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2. Bookmark dialog box will pop-up. In the Bookmark name, type 
the name you want to use for your bookmark and then click Add 
button. 
Note: You cannot use spaces in a bookmark name. Use the underscore 
character to separate words. 

 
 
 
 
 
 
 
 
 
 
2. Bookmark dialog box will pop-up. In the Bookmark name, type 

the name you want to use for your bookmark and then click Add 
button. 
Note: You cannot use spaces in a bookmark name. Use the underscore character 
to separate words. 
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Notice that when you open the bookmark dialog box again, your 
bookmark is already added. 

 
 

 
 

Notice that when you open the bookmark dialog box again, your 
bookmark is already added. 
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3. After adding a bookmark, go the word or phrase that you want to 
use as hyperlink. Highlight/select the word. Then, in the Insert 
toolbar, select Hyperlink. 

 

 
 

4. Insert Hyperlink dialog box will pop-up. Select ‘Place in This 
Document’ option in the left side of the dialog box. Notice that 
the bookmark you created will be listed. Select the bookmark you 
want and click OK. 

 
 

3. After adding a bookmark, go the word or phrase that you want to use 
as hyperlink. Highlight/select the word. Then, in the Insert toolbar, 
select Hyperlink. 
 

 
 

 
 
 

 
4. Insert Hyperlink dialog box will pop-up. Select ‘Place in This 

Document’ option in the left side of the dialog box. Notice that 
the bookmark you created will be listed. Select the bookmark you 
want and click OK. 



ICTP_048_12072011     Page 6 of 6 
ProductivI.T.y tip 68_(Word) Creating Links within the same Document_12072011 

 
 

 

5. Notice that a hyperlink is already created in the word you selected. To follow the link, press CTRL + Click (on the mouse). You will then be 
redirected to the bookmarked part of the same document.  

 

 


