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Spaces within the hyperlinked file name or file path can possibly cause problems. If this occurs, each
space should be replaced with the characters %20, which is the hyperlink syntax for a space.

Index
Creating a hyperlink in MicroStation

Creating a Microsoft Word hyperlink to another file

Creating a Microsoft Word hyperlink to a location within the file

E-mailing a Microsoft Word doc attachment with internal hyperlinks

Creating a hyperlink in a Microsoft Word document that is to be printed to an Adobe PDF file:

Hyperlinks in Email documents

Creating a hyperlink in MicroStation

To create a hyperlink in MicroStation, see Design Manual section 21C-53

Creating a Microsoft Word hyperlink to another file

1) Select (highlight) the word, phrase, or graphic in your document that you would like to connect
(hyperlink) to another document or a location in a file, or a Web page.

2)

Select Insert > Hyperlink from the Word toolbar menu and the following dialog is displayed.

The selected (highlighted) text will be displaying in the “Text to display” field (green arrow 1,
below). (If the “Text to display” text is changed in this field, it will also be changed in the original

document.)

a. Under “Link to:”
(red arrow, 2, at the
right), click the
“Existing File or iC|
Web Page” option. || et

Link to:

Web Page

b. Inthe “Look in:” 143
field, (pink arrow, -
3), click the

“selection list drop-
down arrow”, and
select the file to be
linked, (blue
arrows, 4).

Create New
Document

E-mail Address

g
M

Edit Hyper|}

Text to display: | Click Here|

Look in:

Current
Folder

Browsed
Pages

Recent
Files

Address:

3

I WeeklyTraining v

B 1PLOT Organizer.doc 4 ~
B | EVELING.doc

B Lotushiotes.doc R

B MacroList.doc / 2

B Macros.doc

¥ noname.upf

B outlook Calendar Modification.doc

72 Outlook Course from CNET.pdf

B gutlook permission to anothers mailbox.doc

Wi \Highway\Design\CADD \Documents \WeeklyTraining\Macros. doc

L
o] (oot ]

[ o

] [ Cancel

OR, In the Address field, key-in the entire file path to the desired file, (black arrow, 5.)

Click the OK button and the link is complete
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Section 21M-11 — Creating Hyperlinks

Creating a Microsoft Word hyperlink to a location within the file

1) Create a Bookmark at the location to be hyperlinked.

a. Select (highlight) the text to receive the
bookmark, (yellow arrow at the right)

Bookmark from the

b. SelectInsert >

Word toolbar menu (not shown)

c. Enter (key-in) the desired text for the

bookmark name, (green arrow)

d. You must use the “underbar” character
rather than spaces in the Bookmark name,

(red arrow and oval)

e. After the Bookmark name has been entered,

click the Add button (blue arrow)

4 Mdaln corn vimin ars

i caime tha aoaail in tha Foll ssindos

Removing an Attachment from an email

Sortby: % Name
" Location

[ Hidden bookmarks

Bookmark [ 21|

Bookmarksname:

Remo\vf_: chment_from_email Add I
\J

Cancel |

2) Select (highlight) the text or item that is to receive the hyperlink, (yellow arrow below). The
selected text will be displaying in the “Text to display” field (green arrow). (If the “Text to
display” text is changed in this field, it will also be changed in the original document.)

3) Inthe Link to: field, select
Place in This Document,
(red arrow).

4) Select (highlight) the
Bookmark name, (Blue
arrow)

5) Click the OK button, (pink
arrow)

The selected item or text in the
document should now be linked
to the bookmarked item.

Insert Hyperlink , ﬂil
Link to: Text to display: |Rem0ving an attachment from an Outlook email ScreenTip... |
[ select a place in this document:
Existing File - Top of the Document
Web P, : i
reating Hyperlinks Target Frame... |

Place in This
Document

Create New
Document

E-mail Address

Removing an attachment from an Outlook email

ockmarks
B cmove_attachment_from_email

[ o 1]

Cancel
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Emailing a Microsoft Word doc attachment with internal hyperlinks

There are instances when a

Insert Hyperlink

Microsoft program may “determine” _ _
. . Link to: Text to dlsplay:|PDF File Search.doc | [ ScreenTip... ]
that the full file path is not necessary _
for an internal document hyperlink gty o | ok [B9 istuctns |
and will remove the full path, as T g—éms o empltes, B | Soskrerc..]
shown at the right. When the e-mail a 8|S Zorignals
recipient tries to open a link without Beament | | rowseq [ To be deeted
. P
the full path, an error message will - | & Actve Angle Assistan
be received stating that the cesieten | | Regne g fxombocs A
. Document Files A
document cannot be found. This =) Editorials v
can be corrected by doing the Ly | Mddress: [TestFie.dod |
f0”0W|ng E-mail Address
Before e-mailing the linked Edit Hyperlink
document' edlt the hyperllnk by . Link to: Textto display:|PDF File Search.doc | ScreenTip...
hovering the curser over the link in _
the document, then right-click > Edit | |egi,, | S [0 mwons v
Hyperlink. Manually enter (key-in) P | crent quﬂfmsg‘temp'ates B [ eoowart._|
) A . Folder _1G files from the web
the full file path in the Address field, & & originals
(as shown at the right), and click “Soament | | roweq |5 To b deleted
Pages coudraw
OK. 13 [ Active Angle Assistant
) 1) Axiom Docs
C[Ziiﬁemgﬁ{‘ Riﬁ:;'t I Brandon's_X_sections
I3 Editorials M
Address: |W:‘J—1ighway\Design‘,Insh’ucﬁoﬂs\Testﬁ\e‘doc v| [ Remove Link ]
E-mail Address

NOTE: The Microsoft Word Options may be set to use “CTRL > Click” to access a hyperlink in a
Word document. This can be altered, (as desired), by the steps shown below.

21X

| 9 - U ) s Creating Hyperlinks 21M-11.doc  |RaklGRYSECHE

-~
Popular J 3 . 5 —
i d Advanced options for working with Word.
Recent Documents X
Display
|
PDF Fil h.d | il i
ile search.doc | Proofing Editing options B
"‘, Open Uil | Save Typing replaces selected text
J U
— Creating Hyperlinks_21M-11.doc ‘When selecting, automatically select entire word
Test file.doc | Advanced | Allow text to be dragged and dropped

Conyert Use CTRL + Click to follow hyperlink

Customize ’
/ [ Automatically create drawing canvas when inserting AutoShapes
Add-Ins

Use smart paragraph selection

PDF File search.doc
2010-10 Automation Mews.doc

Save Cornerstone map, 8.5 x11.doc

Trust Center Usg smart cursoring
I [ Use the Insert key to contral overtype mode

Resources

Cornerstone map.doc

bl_:/]
I
R T T L

Save s B Readme.docx

[J Use overtype mode
[] Prompt to update style
[ use Mormal style for bulleted or numbered lists

Keep track of formatting

Computer clean-up.dec

&
Computer clean-up.doc
@ print b
readme.doc
Z
e~

[ Mark formatting inconsistencies

12009 _John Chester _3458865.doc Enable click and type

Prepare b 12008_John Chester _3651157.doc

Default paragraph style: | Nermal I v |

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥ K

Ref500-2.doc ¥4
Send b | Computercl d < J 2
end emputer clean-up.dec — P =
0K C |
Digital Vloice Recorder.doc _
a'_!".: Publish »
L]
| Cose |

|
23 Word Options | | XX Exit Word
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Creating a hyperlink in a Microsoft Word document that is to be
printed to an Adobe PDF file

If an “interoffice” hyperlink in a PDF document fails, and was originally created from a Word
document, the failure is possibly due to compatibility issues between some versions of Word and
Adobe Reader. If this occurs, edit the hyperlink in the Word document, as shown below, and recreate
the PDF.

Enter file:/// followed by the full path to the file, using the drive letter and not the server location.

An example of correct hyperlink syntax is as follows:
file:///W:\Projects\77235180C96\Design\test.doc

WAn incorrect hyperlink syntax example is shown below:
file://N\ntresource\(W)DataStor\Projecs\77235180C96\Design\test.doc

When the Word document is printed as a PDF file, the PDF print queue will automatically create a
link.

NOTE: By default the link may not be underlined or display in a different (blue) color. It will be
recognized as a hyperlink only because the cursor will change to a pointing finger when passing over
the link. However, the color or the underline feature can be changed in Word before the document is
printed.

Hyperlinks in Email documents

1. Creating a link within Outlook email
(In Outlook, use either the Rich Text or HTML text format option. The Plain Text option
does not support hyperlinks)
There are two ways to insert a hyperlink in to an Outlook e-mail document
a. Enter file:/// followed by the full path and filename
i. Example:
file:///W:\Projects\77235180C96\Design\test.doc
Or:
b. Highlight the text in the Outlook document to be linked, then from the menu bar,
select Insert > Hyperlink. The following dialog is displayed:

<z 2 x|

Link to: Text to display: |Creating hyperlinks in Microsoft Outlook
,E] Look in: |3 21M-11_Creating Hyperlinks A
Existing File or
Web Page curent W ~seating Hyperlinks_21M-11.doc
urren - ) )
- Folder | ™1 Creating Hyperlinks_21M-11.doc
8] 2
Place in This
Document Browsed
Pages
Create Mew Recent
Document Files
—
_ﬂ Address: v
E-mail Address

The highlighted text will display in the “Text to display” field (red arrow). On the left side
or the dialog, select one of the “Link To:” options, (two options are located by the black
arrows). These options will allow a link to another file, (which is the most common
choice), or to a bookmark within the email document, and more. Use the drop-down
arrow (shown by the blue arrow) to locate and select the document or item to be linked.

If another document is selected, the full path of the document will display in the Address
field, shown by the green arrow. If a bookmark is selected, it will be highlighted in the list.
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2. Creating a link within email (All formats)
a. Enter two backslashes “\\" before the path (Example: \C:\FileName)

b. The Recipient of this link will have two options when the link is clicked.
i. “Open” will work for HTML, but not Rich Text or Plain Text
ii. Save will allow recipient to save a copy

3. Creating alink within email (All formats)
a. Enterfile://l followed by the full path and filename
i. Example:
file:///W:\Projects\77235180C96\Design\test.doc

4. SI’?]VBI.H gan attachment from an Opening Mail Attachment IX|

? ) ‘fou should only open attachments From a krusbwaorthy source,

a. Double Click the Attachment and Attachmont: UE.ron From Fodt ’ i
the Opening Mail Attachment (phﬁ'ﬁ T";i';)' +IER TTOM FEELIE COKE Qroups - Hessage
dialog will display.

wiould wou like ko open the file oF sawe it to wour computer?

[Comn ) [ooe

Always ask before opening this type of file

b. Click the Save button (above) and the Save As dialog will display.

Save As El El

Save in: | MMy Docurnents v| & | @ > ﬁ - Tools =

[Ty eBooks
: =Ry Music

My Recent 12}ty Pictures

Docurnents EMY Videos
= [C3)5naglt Catalog
@ v deskkop.ini

Deskkop kD‘BDEuBDEuDGrading.xIs
B ke4330072_RampB. xls
m sudoku.mvba

My Documents

&

My Compuker

@,

File nare: |L|E,re|:| v | [ 2ave .l
Iy Mebwark, =

Places Save as bype: |.ﬁ.II Files {*.*) w | Cancel Y

c. Navigate to the location where the file is to be saved, and click the Save button.
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When word documents are opened in )
Outlook they may open in a read Optiens el
layout. This can be disabled as shown Security Spelling & Grammar Tratk Changes
at the right. User Information Compatibity Fike Locatians
Wiy (= Et Frink S
General options

[ [ABowr starting in Feadng Layou|
] Edge basckground, white bect
] Provide Fesdback with gound
[] Provide feedback with arimation
[ onfiem corversion at Open
[#] Upedate: automatic inks ot Cpen
[+] Mol a5 bt aschemesnt
[¥] Recenthy used film kst: |4 > Brires
[C] Help for WordPerfect wsars
] Mervigakion kavs For WordPerfect Lars
(] e background open of web pages
[#] Awtomatically creste draming carvas when inserting AutoShapes
Poasurement units: Trechess: o

[ Show pizels For HTHL Features

|. [ox J[ comel |

5. Removing an Attachment from an email

a. Make sure you are viewing .
the email in the full window ™ SR for consultant section - Message (HTML)

(not the preview window of File Edit WYew Insert Format Tools  Actions  Help
Outlook). & Snaglt |2 Window =
b. If the email in question is CoReply  BiReply o All | $BForward | & y 3 X a-w

HMTL or Plain Text, then

right click on the attachment,

and choose ‘Remove’. From:  Maifield, Deanna [DOT]
To: Mander, Wayne [DOT]
[lH

Subject: SR For consulkant section

Attachments: @

c. If the email in question is
Rich Text, then click into the
body of the email and delete
the attachment.

Open

d. Upon closing the email, Print
Outlook will ask you if you Save As...
want to save the changes The consultant sectio] [EEIE tt that they run periadically to help

(the change being the
removal of the attachment). Select Yes.
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