REMOVING/CREATING HYPERLINKS 

To remove hyperlinks from a document:


One link
Rightclick the link - Hyperlink | Remove Hyperlink


All links
Ctl + A, then Ctrl + 6

To change the default:  
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AutoFormat As You Type Tab





Clear option.
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TOOLS | AUTOCORRECT OPTIONS











Making a Hotlist





1.  Copy the URL.


2.  Type the label for a link and highlight it.


3.  Click the Insert Hyperlink icon. 


4.  Paste the URL (if necessary).  Or type it.  Or browse if the file is available on the computer or server.
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