Creating a link in an email blast
1. To make an active link to a website in the email, first highlight the word(s) you want to use as the link.
2. With the words for the link highlighted, click on the icon in the upper right hand corner that looks like a globe with link in a chain on it.
3. In the pop up window, select a Link Type on the “Link Info” tab. Choose “URL” for a link to a website or E-Mail for a link to an email address. Paste the link in the URL or E-Mail field. If you are creating an E-Mail link, you may fill in the other fields or leave them blank.  If you are creating a URL link, click on the “Target” tab and select “<not set>” to have the link open in the current window, or “New Window (_blank)” to have it open in a new window. 
4. Click “OK.”
5. The highlighted words should now be underlined and be a blue or purple color, indicating that it is now an active link.

6. It is always a good idea to send a test email to yourself first to make sure that the link works properly before you send it to your intended group.
