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Insert Toolbar (Menu)

Links

The link options are very much useful for like the external files with hyperlink, Bookmarks and
Cross-references.

Hyperl Ink (Ctrl+K): Create a link to a web page, a picture, an e-mail address or a program
like as:
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Microsoft Word

Bookmark create a bookmark to assign a name to a specific point in a document. You can
make hyperlinks that jump directly to a bookmark location.
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Cross-reference Refer to items such as headings, figures, and tables by inserting a

cross references. Cross references are automatically updated if the content is moved to another
location like as:
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Microsoft Word

Header & Footer

The header and footer options are useful in page formatting like inset page number and author
names and other titles. Edit the header & footer of the document. The content in the header and

footer appear at the top & bottom of each printed page like as:
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Microsoft Word

Page Number: insert the page numbers into the document like as:
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