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Help Document Series: Creating Hyperlinks in ShareP oint Designer 2007 
Need to direct your site visitors to another place in your website or another website? Here’s how to 
make a hyperlink.  
Step 1 : With the web page 
open that you wish to edit, 
highlight the text that will 
become the link. 

 
Step 2:  Select the “insert 
hyperlink” icon from the toolbar. 
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Step 3:  You have several 
choices for creating the 
hyperlink. You can : 

Type an address 
 
Pick from a list of 
recently browsed 
addresses 
 
Browse to a place in the 
same website 
 
[ to move to a 
“bookmark” on the same 
page see Step 6] 
 
[ to link to an email 
address, see Step 9] 
 
 
 

 

Step 4:   Once  you’ve made a 
selection, click “OK” 

 
Step 5:  If you position the 
cursor over the new hyperlink, 
you can look at the status bar 
at the bottom of the window to 
see where it is pointing. 
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Step 6:  A “bookmark” is a link 
to a specific spot on a page as 
opposed to the page itself.  
Let’s say you want to link 
someone to this page, right to 
the Duck, Donald spot. 
Position the cursor in front of 
“Duck” and then go to Insert-
Bookmark 

 
Step 7:  Give your bookmark a 
name. In this example, I’ve 
used “D” to simply provide a 
means to quickly jump down 
an alphabetical list. Click ok. 

 
Step 8:  Now when you go to 
insert a hyperlink, you can 
choose “place in this 
document” and the bookmarks 
you’ve created will appear. 
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Step 9: To link to an email 
address, select Email Address 
in the “Link to:” column. Type 
the email address in, and be 
sure to put a subject as it 
makes it easier to identify 
where the message originated. 

 
 

9 


