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Adding Hyperlinks to Your Website Pages

Hyperlinks link an object (text, picture, button, etc) to:
· another page in your site

· an internet page

· an internet email address

· another file on your hard disk

· an anchor (specific place) in your site

· a full sized view of a picture.

Linking to Websites
You might, for example, want to include links to useful websites, e.g. Aberdeenshire Council, School closures, Learning & Teaching Scotland, Parentzone, etc.
1. Open a page which can be named e.g.Links or Web links.  Insert pictures or text to make your links from.  These are what you want the reader to click on to get to the webpage.  You might want to use a logo e.g. 
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To copy these from websites right click on the image and select Save picture as... Give it a name, check it is in the correct folder in your My Pictures and click Save.  You can use just text if you prefer but always caption graphics for visually impaired people who use text to speech tools. 
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Click on the graphic or text to select or highlight it.  Click on the Hyperlink button on the left menu bar.  The Hyperlinks dialogue box opens.  Select An Internet page then type or copy the address into the URL address box.  (Open the internet page and copy the address from the address bar then paste it in.)  Click OK.
3. Use preview page to check that your links go to the right pages.

4. In the same way you can link pages in your site, link to an email address for feedback (but not to personal email addresses), to another file e.g. a newsletter, to a specific place in your site and to a full sized version of a thumbnail picture. (see next page)  
Using Thumbnails
If you want to include lots of pictures on your site it is a good idea to put up thumbnails (small pictures) that can be clicked on and enlarged.  Pictures can be large files that take a while to download and having thumbnails speeds up the download time and allows readers to enlarge only pictures they want to see.
1. Open the page you want the pictures on, click the Import Picture button or Insert > Picture > From File and browse to find the picture.  Click the Place at 96dpi button and click Open.
2. Click on the page and drag out the picture to the size you want it.  Keep it fairly small.  

3. The image will be selected when you let go of the mouse.  Click on the hyperlink button 
[image: image14.emf] or use the keyboard shortcut Ctrl + k to open the Hyperlinks dialogue box.
4. Select A fullsize view of this picture and change the window option to <new window> by clicking on the arrow to get the selection.  Click OK.

5. Preview your page File > Preview Site > Preview page in Internet Explorer and then click on the picture thumbnail to link to the full size image.  The image will display at the size it was when it was saved.  If it does not open at the size you want save it again at a different size and carry out the procedure again. 
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