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Introduction  
Email links may be included in a webpage to allow users to 

send an email directly from the webpage. When the link is 

clicked, a blank email will to be created with the email address 

and subject (if you choose) already filled in for the user.  

 

1. Highlight the text or image you want to become the email link (Fig 1, 1). 

2.   Click Insert on the menu bar (Fig 2, 1) and select Hyperlinké from the drop-down menu  

(Fig 2, 2). 

3. The Insert Hyperlink dialog box will open (Fig 3).  

4. Click E-mail Address under Link to: on the left side of the screen  

(Fig 3, 1). The dialog box will change to display the e-mail options.  

By default the Text to display: field is already filled in with the text  

you highlighted (Fig 3, 2).  

You can change the Text to display: field if you want the text to say 

something different than what you originally highlighted. 
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8. Save the page by clicking the Save button on the toolbar.  

5. Type in the email address you want the email sent to in the E-mail address: field (Fig 4, 1). By 

default SharePoint Designer will append the mailto: in front of the email address.  

Do not use any spaces in the email address. 

6. If you wish to have the subject line filled in as well, type the text into the Subject: field 

otherwise leave it blank (Fig 4, 2). 

7. Click OK (Fig 4, 3). 

 

Figure 3  
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9. Press F12 on your keyboard to test the email link by previewing it in your web browser. 

Editing or Removing an Email Link  

These are the steps if you find the need to edit the email link after it has been created. 

1. Place the cursor anywhere in the email link (Fig 5, 1). 

2. Click Insert on the menu bar (Fig 6, 1) and select Hyperlinké from the drop-down menu  

(Fig 6, 2). 

3. The Edit Hyperlink Dialog box opens (Fig 7). 

4. You can make your changes and click OK (Fig 7, 1) or click Remove Link button to remove the 

link (Fig 7, 2). 

Figure 5  
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