
 
 

4 Easy Steps with Diagrams to Insert a Link into Emails and Documents 
 
Digital communication is so the norm in our lives these days, but like everything else, 
unless and until we learn how to fit each of piece of the puzzle into this day-to-day 
existence, it can be the bane of it. 
 
The team at Web-Sta thought it would be beneficial to feature some blogs that 
showcased some EASY TO FOLLOW HOW-TOs for the day-to-day technical 
activities that will have you going from Computer Novice  to Tech Savvy Operator , in 
no time at all. :) 
 
Inserting a link into a document or email is common place these day, but we’re still 
going to break this down to demonstrate the Quick and Easy Way first, followed the by 
Professional way second.  
 
Scenario 
 
For the purpose of both the “Quick & Easy” and the “Professional” instructions, let’s 
say that you wanted to copy and paste a website URL (which stands for Uniform 
Resource Locator or the address of a World-Wide-Web page) in an email or 
document . These steps are the same for both.  
 
Here goes… 
 
The “Quick & Easy Way” of Copying a Link (URL) into an Email  
 
1. Open the website page 
 
2. Click on the URL bar at the top of the website 
 
Technically speaking this is known as “graphical control element address bar”. 
 
Here’s an example 
 



 
 
Below is the very centre section, of the above image, zoomed in. It’s the area of 
importance for this activity. 
 

 
 
You’ll find this bar in the same location on a phone as well. 
 
When you click in  or on  the field, the contents is highlighted and expanded into the full 
URL content. What was a neat and tidy simple “google.com.au” for example, becomes 
more like https://www.google.com.au/?gws_rd=ssl  -- this is the text that is the website 
page address itself and the “Link” / information we need to copy. 
 
Here’s a visual for the above 
 

 
 
3. With the entire link highlighted, copy it 
 
There’s a number of ways to do this, and it depends on your computer type or 
operating system e.g. Microsoft Windows or Apple. 
 
Generally speaking however, using keyboard buttons, it is either [Control or Ctrl] + 
[c]  for Windows based computers or [command] + [c]  for Apple based ones. If using 
the mouse, simply right click and select the ‘Copy’ option 
 
If you happen to unhighlight the URL Address at any point and need to re-select or 
highlight it again, the easiest and most accurate way to do this is to click anywhere in 
the field and press [Ctrl] + [a] (Windows) or [command] + [a] (Apple) followed by the 
copy steps above. 
 
4. Go to your email or document and paste it  
 
To do this, open the email or document you want the link to be included in, and click at 
the location you want the link added. 
 
To paste the text, using keyboard buttons, press either [Ctrl] + [v] (Windows) or 
[command] + [v] (Apple) 
 
And Voila, your text / link e.g. https://www.google.com.au/?gws_rd=ssl  will be pasted 
into your email or document. 

https://www.google.com.au/?gws_rd=ssl
https://www.google.com.au/?gws_rd=ssl


 
Now, if for any reason your link didn’t appear as an active link (underlined & blue), 
click your cursor at the end of your pasted link and press the [Spacebar] or [Enter] 
button on your keyboard to “activate it”. On some occasions you may need to type the 
last letter of the link and press the spacebar. 

________________ 
 
Now for the Professional Way of Copying a Linking (URL) into an Email or 
Document  
 
1. Perform Steps 1 to 3, as outlined above, to locate and copy your Link 
 
2. Add the link to a specific word or phrase 
 
Sometimes these URL links become extremely long, like this example for a Canal 
Cruise Ticket Shop in Amsterdam: 
 
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q= 
Stadhouderskade+42,+Amsterdam,+The+Netherlands&sll=40.71451,-74.0071 
4&sspn=0.625578,1.560059&ie=UTF8&z=16&iwloc=addr&om=1  
 
So, here’s how to add a link to a word or phrase 
 
-- In your email (or document), type the words you would like the link to be 

attached to e.g. Amsterdam Canal Cruise Ticket Shop 
 
-- Highlight the text e.g. Amsterdam Canal Cruise Ticket Shop 
 
-- Then locate, and Click on the ‘ Insert Link’ menu option that resembles 

interlinked chains e.g.  

 
 
A dialogue box resembling the image below will appear.  Notice how the Text portion 
has been populated with the highlighted text, and the Link field is blank with the 
instruction to paste a link.  
 
-- Click in the Link field, and Paste  
 
-- Click the blue [Apply] button 
 

  



 
And Voila again, your lengthy text link will be available to your reader(s) via a neat and 
tidy description word or phrase. 
 

Amsterdam Canal Cruise Ticket Shop 
 

BONUS TIP 
 
To Change or Remove this Link 
 
1. Click anywhere on the linked phrase, which will open this dialogue box 
 

 
 
2. Click the appropriate option e.g. -- Change  | Remove 
 
These steps work very much the same in all Microsoft programs like Word, 
PowerPoint and Excel, as well as other platforms like Google Mail (Gmail) and Apple 
based programs. They also apply to most website editing software including our own 
Client sites built in WordPress. 
 
And, as always, if becoming Tech Savvy is just not “your thing”, just call or email us 
anytime info@web-sta.com.au  or go to our Contact Us  page on our website to obtain 
a quote. 
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