
Adding a Link

1.  Click on Link icon in toolbar

2.  A box will appear, type or paste in the 
link

Link Text if you would like the link to 
display as a word or phrase instead of the 
actual link.

Open Link in New Tab Leave the box 
unchecked if you would like to stay it to 
open the link on the same page. Check 
the box if you would like to open  up a 
new tab. General rule - if you are linking 
to a website other than your own you will 
want it to open up in a new tab.

Search use the search tool if you are 
looking for a link within your website by 
keywords.


