Creating Bookmarks in MS Word 2003

e Locate a section in your syllabus
where you would like the bookmark
to be anchor.

¢ You will find Bookmark under the
Insert Menu
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Step 1 Inserting a Bookmark

Inserting a bookmark is similar to
inserting a hyperlink. The same keyboard
shortcut applies to both, which is
Control+K or Selecting Hyperlink from
the Insert Menu.
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Provide bookmark name and Click Add

Note: You can insert a bookmark
anywhere in you syllabus. Bookmarks are
use to navigate within your syllabus.
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Make sure you click on the “Place in This
Document” button on the left toolbar to
access your bookmarks.
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Inserting a Hyperlink

Hyperlinks can be use to link to places
within your document or to a website.

Inserting a hyperlink can be accomplished
by using a keyboard shortcut, which is
Control+K or Selecting Hyperlink from

the Insert Menu.
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inserted in the Address field for you.

You can use the Target Frame putton to
open the website in a new windgw.

Current frames page:

Select the frame where you want
the document ko appear:
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Creating Bookmarks in MS Word 2007

e Locate a section in your syllabus
where you would like the bookmark
to be anchor.

e You will find Bookmark under the
Insert ribbon
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Step 1 Inserting a Bookmark

Inserting a bookmark is similar to
inserting a hyperlink. The same keyboard
shortcut applies to both, which is
Control+K or Selecting Hyperlink from
the Insert ribbon.
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Cancel

Provide bookmark name and Click Add

Note: You can insert a bookmark
anywhere in you syllabus. Bookmarks are
use to navigate within your syllabus.
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Make sure you click on the “Place in This
Document” button on the left toolbar to
access your bookmarks.
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Inserting a Hyperlink
Hyperlinks can be use to link to places
within your document or to a website.

Oa\\H2 =8 )+ Document2 - Microsc
&
= Home Insert Page Layout References Mailings Review  View A
[] Cover Page ~ j — | ElE Ll_:‘P 2 ] |8, Hyperink -
== sl | L = =
] Blank Page BN A Bookmark =
= Table Picture Clip Shapes SmartArt Chart Header
4= Page Break - Art - 1] Cross-reference -
Pages Tables Mlustrations Links _ Hei

Inserting a hyperlink can be accomplished
by using a keyboard shortcut, which is
Control+K or Selecting Hyperlink from
the Insert ribbon.
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You can create a hyperlink to a website by
typing the url in the Address field. You
can also use the Globe icon to find your
website on the internet. The url will be
inserted in the Address field for you.

You can use the Target Frame button to
open the website in a new window.

Set Target Frame

Select the Frame where vou want the
document to appear:

Current frames page:
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