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Test Series Microsoft Word

Module 35 - Hyperlink and Cross Reference in MS Word

(o] : 3 I What is Hyperlink?

A hyperlink is a special type of link used in MS Word and other programs that let
you quickly go to another place with just one click. It can connect your
document to a website, another file, a location within the same document, or
even an email address. When you click on a hyperlink, it takes you directly to
the place it is linked to, like opening a webpage or starting an email. Hyperlinks
are usually shown as blue and underlined text, and when you move your mouse
over them, the pointer changes to a hand symbol. They are useful for giving
extra information or making your document more interactive and easy to
navigate.
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Why use Hyperlinks?

ol Banking & Hyperlinks are useful when you want to:
Insurance

e Add extra information from a website

e Link to a related document

¢ Help the reader move quickly within your document
e Make your document interactive
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Services A Green Seeds Fund would provide funding for up to 100 citizen-led demonstration or
engagement projects annually. The purpose is to stimulate bold experiments, test and
evaluate new ideas, and tap into the tremendous energy and creativity of Vancouver
residents. jod! wondershare com
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T Steps to Create a Hyperlink in MS Word Using Menu Options:
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Open your MS Word document.
e Select the text or image you want to turn into a hyperlink.

Railways & Metro
—  Services

abhyasonline.in

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in '@ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: f ¥y » E"]




®
..

KG-10 (School and Olympiads)
Entrance Exams (Navodaya, Sainik School etc.)

Bank, SSC, Railways & Other Govt. Exams

Course
&
Test Series

CBSE

I:

) ICSE

— Banking &

Insurance

Central Siovt.
ervice

I

m State Govt.

Services

vs _LAW

= Entrance

MBA

Entrance

—
S
e
L__|

Railways & Metro
—  Services

abhyasonline.in

Hyperlink and Cross Reference in MS Word

o Example: Select the text "Click for more”.

e Click on the "Insert” tab.

e In the Insert tab, look for the "Links" group.

e Click on the "Link" option (or it may show as
"Hyperlink" depending on your version).

e A dialog box called "Insert Hyperlink” will appear.

% Hyperlink
|™ Bookmark

E]j Cross-reference

Links

e In the "Address” box at the bottom, type or paste the website URL or choose a
file or location.

e For website: Type https://www.wikipedia.org

e For file: Browse and select a file

o For document location: Click "Place in This Document”

o For email: Click "E-mail Address”

o After entering the link, click OK.
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What is Cross-Referencing?

Cross-referencing is a technique used in various fields, including writing,
research, and data management;, to direct the reader or user from one part of a
document, dataset, or system to another related part. The goal is to establish
connections or relationships between different pieces of information so that they
can be easily found and understood in context.

In simple terms, it means pointing out where similar, complementary, or related
information can be found elsewhere, often providing more context, background,
or examples.

Steps to Insert a Cross-Reference in MS Word
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Make the document, select your document heading that you want to show in the
Index and convert it into Heading Style (Like, Heading 1 and Heading 2 etc.)

Step 2.
(i) Go to the Insert tab, select Cross-reference. or

@ Link

|:I Bookrmark

L[C] Cross-reference I
Links
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(i1) Go to the References tab > go to Captions Group > Click Cross- reference

Insert Table of Figures

Insert
Captio

— Banking & Captions
Insurance Step 3.

In the Reference type box, select the “Heading” drop-down list to pick.
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Reference type:
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Endnote
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In the Insert reference to box, select the Heading Text .

Insert reference to:

44 LAW Heading text v
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Page number

Heading number

Heading number (no context)
Heading number (full context)

MBA Above/below
Entrance Step 5.
Insert a table For example (3 Columns and 4 Rows) and write alike ( 15t column
Sr. no., 2" Column Topic Name, and 3" Column Page umber)
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In the Topic nhame column Select the heading text and click on Insert.
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Step 7.
In the Page No. name column Select the heading text and In Insert Reference to

Select Page No. and click on Insert.

Reference type: Insert reference to:

Heading -~ Page number -~
[ Insert as hyperlink i
Separate numbers with
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For which heading: Heading number [no context)
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Output Device

Heading number [full context)
Abovesbelow

Insurance

Central Govt.
ervice Cancel

Step 8.
From the Index Select the Heading with Pressing Ctrl Key, which you want to see

m State ,G°Vt- or read your document will directly go to on that page.
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