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Smart tags, first introduced in Microsoft Office XP, are icons that appear on their own when a certain action is possible.  

You may have seen little buttons pop up for some reason in Word or Excel!  Some are application-specific, so there are 

Stock Symbol smart tags in Excel, and Address smart tags in Word.  And others, like the Paste Options smart tag, are found 

throughout the Microsoft Office suite. Each tag offers different options. 

After you paste data in a Microsoft Office application, you can click on the clipboard-shaped smart  

tag to see a menu with formatting choices, including Match Destination Formatting and Keep 

Source Formatting, as shown in figure 1. 

When you type text into a new Word document or open an existing document, the 

logic in the smart tag looks for words that match the data types in the list.  When the 

smart tag finds a match, it places a purple line under the matched term and enables 

certain actions.  The actions you can take depend on the type of data that Word rec-

ognizes and labels with a smart tag.  If you type an address, smart tag offers options 

to display a map or driving directions, as in figure 2. 

Error-checking smart tags in Excel appear when a cell entry violates a set of rules for a  

function or formula.  As shown in figure 3, choices offered help spot possible errors in  

calculations and correct them.  

To review and change smart tag options or even turn them off, go to AutoCorrect Options  

from the Tools menu of any Microsoft Office application, and click the smart tags tab.  

 Smart tags can be helpful!  And if you don’t think so, just press the escape key to make 

them go away. 

Cody Dennison, CEA, Agriculture and Natural Resources, Waller County suggested we write about 

using hypertext links in PowerPoint. 

Hypertext links, or hyperlinks, can add a lot of flexibility to your PowerPoint presentation!  

In PowerPoint, a hyperlink can be from one slide to another, from a slide to a web page, from a slide 

to a file, or other types of combinations.  The hyperlink itself can be text or an object such as a pic-

ture, graph, shape, or WordArt.  An inserted image can be linked to another slide, for example.  If 

the link is to another slide, the link will display in PowerPoint, and if the link is to a web page it will 

open in a web browser.   

To insert a hyperlink, select the text or image 

you’d like to click on in order to activate the link.  Then press Ctrl 

K or choose Insert, Hyperlink, as shown in figure 4. 

Choose the type of link and enter the location of the file, the ad-

dress of the webpage or choose the slide to link to as indicated in 

figure 5.  Then click ok.  Right click an existing hyperlink to edit or 

remove it. 

During the slide show presentation, the pointer will become a hand 

when you point to a hyperlink, indicating that it is a link. 
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Figure 1: Paste Options smart tag 

Figure 2: Address smart tag 

Figure 3: Error-checking smart tag 

Figure 5: Choosing the type of hyperlink 

Figure 4: Inserting a hyperlink  


