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WHAT’s New? l
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Need to quickly navigate without scrolling through the whole
document? Try the BOOKMARK feature of MS Word.

You can link a word, phrase or sentence to another part in
the same document to help you navigate faster around a
document.

Read below to learn how. /
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1. Select the word in your document where you want the link to take | 1. Select the word in your document where you want the link to take
you to. On the Insert toolbar, select Bookmark...

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.

Contents Chapter1

(W((]l b On the Ingert tab, the galleries inchude itemns that are designed
10 coorginate with the overall ook of your document. You can

Cahpter2 use these galieries 10 Insert tables, headers, footers, kits, cover
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curment document look.

You can edsily change the formatting of selected 1ot in the
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Quick Stytes gatiery on the Mome tab You can aiso format text
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Controls offer & Cholce of uting the 50ck from the current theme
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Ceandy removing & specific fort from 3 document may be
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from the list
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Word 2003 and Word 2007, and one That is moce genenl Mere
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Roman Boid’ or oy Other font from 3 Socument

MS Word 2003 |
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On the Insert tab, the galleries include items that are designed
to coordinate with the overall look of your document. You can
use these galleries to insert tables, headers, footers, lists, cover
pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your |
current document look. 5
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MS Word 2007

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

Bookmark name:

I Chapter 1|

Sortby: ¢ Mame  { Location
v Hidden bookmarks

Add Delete || Go Ta I

to coordinate with the overall look of your document. You can
use these galleries to insert tables, headers, footers, lists, cover
pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your

Notice that when you open the bookmark dialog box again, your | Notice that when you open the bookmark dialog box again, your
bookmark is already added. bookmark is already added.

Bookmark name: |
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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.

Contents
= Chapter1
* Chapter2
Be ot Vew] inser [JFormat Yoos  Table
‘ﬂ Normal Page Numbers..,
Date and Tome...

futoText »
Bed...

SymboL. l
Comment

Reference »

pcture »

Dagram...
o Text Box
abject..

m~x

& Hypernk.,

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.
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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.
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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.
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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.

Contents  chspien l hapter1

Bahhint 'cmf(a:uolawn k: P
= Chapter1 On the Insert tab, the galleries include items that are designed
= Chapter§ to coordinate with the overall look of your document. You can

use these galleries to insert tables, headers, footers, lists, cover
pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your
current document look.

You can easily change the formatting of selected text in the
document text by choosing a look for the selected text from the
Ouick Stvles gallerv on the Home tah. You can also format text
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