Removing Hyperlink Formatting from URLSs

When you type or paste a URL into a Word document, by default, it automatically converts into
a hyperlink. If you do not want the URL to appear as a hyperlink, there are four options to
remove this format style from the URL.

AutoCorrect Option

One way to remove hyperlink formatting from a URL is through the AutoCorrect dialog box.
This option will prevent any URL from displaying as a hyperlink. If you want to remove
hyperlink formatting from existing text, refer to the Quick Menu Option.
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1. From the OFFICE BUTTON , click WORD OPTIONS | Werd Optiens

The Word Options dialog box appears.
Word Options

Popular ABC| _
P f Change how Word corrects and formats your text,
Display )
| Proofing | AutoCorrect options
Sae Change how Word corrects and farmats text as you type: | AutoCarrect Options.,

2. From the Categories list, select Proofing



3. Under AutoCorrect options, click AUTOCORRECT OPTIONS...
The AutoCorrect dialog box appears.
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AukoCorreck | Math AutoCorrect | | AutoFormnat As You Type | AutoFarmak I Smart Tags I

Replace as wou bype

¥ "Straight quotes" with “smart quokes” ¥ ordinals {15k) with superscript
W Fractions {1/2) with fraction character (150 W Hyphens {--) with dash {—)
¥ Long wowel sounds with dash [ *Bold* and _jtalic_ with real formatting

¥ Internet and network paths with hyperlinks
V¥ Spaces at beginning of paragraph with First-line indent

Apply a5 wou bvpe

¥ automatic bulleted lisks ¥ automatic numbered lists
¥ Border lines ¥ Tables
[ Built-in Heading styles [T Date skyle

¥ Closing style to letter closings

Aukomatically as wou bype
¥ Format beginning of list ikem like the one before it
¥ Set left- and first-indent with tabs and backspaces
[T Define styles based on vour Formatting
¥ Match opening and closing parentheses
[T Delete needless spaces between Asian and Western text
¥ Insert closing phrase to match Japanese salutation

¥ Insert closing phrase to match memo style

Ik I Zancel

Select the AutoFormat As You Type tab
Under Replace as you type, deselect Internet and network paths with hyperlinks

HINT: An item is deselected if a checkmark does not appear in front of it.
6. Click OK

Formatting changes are applied.
7. Click OK
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Smart Tag Option

The Smart Tag appears in the document immediately after AutoFormatting is applied. Use the
Smart Tag option to remove hyperlink formatting quickly and easily. For more information
about Smart Tags, refer to The Office 2007 Environment: Smart Tags.

1. Type the URL
OR

Copy and paste the URL from the browser into your document
The Smart Tag appears immediately after AutoFormatting is applied.



2. To reveal the Smart Tag options, click anywhere on the Smart Tag » select Undo
Hyperlink
The hyperlink format is removed.
NOTE: The Smart Tag disappears when you begin typing text, but it remains active.

Quick Menu Option

The Quick menu option is an efficient method for removing the hyperlink format from a URL.

1. Type the URL

OR

Copy and paste the URL from the browser into your document
2. Right click the URL » select Remove Hyperlink

The hyperlink format is removed.

Insert Menu Option

Hyperlink formatting can be removed using the Edit Hyperlink dialog box.

1. Highlight the URL
OR
Place your insertion point in the URL

2. From the Insert command tab, in the Links group, click HYPERLINK
The Edit Hyperlink dialog box appears.

Edit Hyperlink HE
Link. ko Text ko display: Iwww.hellu:u.cu:um ScreenTip, .. |
Loak in: L_"l Documents j | @l ﬁrl
) Acrobat - Bookmark. .. |
) Adobe
) eBooks Target Frame, .. |
Place in This ) Links
Docurment Browsed |[ ) My eBooks
Pages ) Woodington, Samur aiReligion
1 ._.D5_Stare
Create New Recent IEB ._A Geological Guide to Marmath Cave Mational Park.doc
Document Fies | B ._Archeclagy of the Mammath Cave Area.doc
W1 ,_atlas of the Great Caves of the World, doc ﬂ

Address: I:'uttp:,l',l'www.hellu:u.cnm,l' LI Reermowve Link |
o4 I Cancel |

E-mail Address

3. Click REMOVE LINK
The hyperlink format is removed.

These documents are based on and developed from information published in the LTS Online Help Collection
(www.uwec.edu/help) developed by the University of Wisconsin-Eau Claire and copyrighted by the University Of Wisconsin
Board Of Regents. Used by permission.




