Creating Navigational Aids Within Your Online Syllabus:  Hyperlinks
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To set up Hyperlinks in your document…
Select the site within your syllabus where you want to set up the hyperlink and type in the “cue” for your students.  (The “cue” is the phrase or term which lets them know they should click on this wording to go to a site related to this particular topic or assignment.)
For example:  You may decide to create a hyperlink to a website relating to information 
regarding a specific topic within your learning CONTENTS section of your syllabus or the 
ASSIGNMENTS section.  For our example, we will take the former.
You would go to the CONTENTS section of your syllabus and the specific topic for which you 
want to create the hyperlink.  You could type into this part of your syllabus:  
For more information, click here.

The words “here” will be our “cue”




	Put the cursor at the beginning of the text or phrase you plan to use as the “cue.”

Then open the “Insert” menu and choose “Link.”  (Yes, “link.”)  You should see your “cue” term or phrase under “ Linked Text”  below “Link Source” on the Link Properties Dialogue box.

	Type in the local path and filename (for links to local pages on your own computer or organizational network) OR the URL of the web page you want to link to on the Internet.

(If you are not sure of the local path and filename of a LOCAL page link, then click on “Browse” to find it on your hard disk or network.  When inputting the URL for a web page link, you must type in the entire address correctly, as in http://www.sitesforteachers.com/index.html)  

	Click on “Apply,” then on “Close” or “OK.”


To test your hyperlink, first save your work, then click on the “Preview” icon along the top of your screen.  Now try using the navigation aid you’ve just created.

NOTE:  As you set up each hyperlink, keep in mind that for each link you create, you can use the same cue phrasing or terminology if you want to do this.  Don’t think it will work?  Well, then try setting up a hyperlink to a different web site using a different location within your syllabus (i.e., under Assessments or another place within your Content section) BUT with the same cue – For more information, click here.  Follow the same steps as in setting up your first hyperlink—including the “Save” and “Preview” functions, then test both your first and second hyperlinks to see that each will take you to the respective website for which you created the hyperlink EVEN THOUGH YOU ARE USING THE SAME CUE FOR DIFFERENT LINKS.











