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Reading 15: Creating Links on Your Website 
 
One of the things that makes a web site attractive to users is the ability to click on a 
link and to be taken a new page, to a different part of the same page, or even to a 
new site. 
 
Setting up those links can be very easy. 
 
This guide will not be talking about the links in your menu. Instead it will focus on the 
links that you might want to place in the page itself. 
 
These links will include: 

�  Links in the page body to other pages 
�  Links to other websites 
�  Links to downloadable files and documents 
�  Links to specific parts of that page 

 

Links to other pages 
If you want to create a link on one of your webpages to another – use the following 
format for your HTML code: 
 
<a href="page.htm">Click here </a> 
 
What this means: 
 

The <a href=  is the coding to tell HTML you are linking a page 
 
In between the “    “ is the exact name of the page you want to link to – in this 
case page.htm.  
 
The > ends the reference 
 
The words Click here  are the words you want people to see on the web 
page. These can be any you words you like, and be as long or as short as 
you like. 
 
</a> ends the command. 

 
Of course if you wanted to add blank lines after the link – add the <br> commands … 
 
 
 
On the following page there are 2 example formats for these types of links: 
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This option just shows the words Click here . 
The coding is:  
<a href="equipment.htm">Click here </a> 
 
 
The second option is a longer one. It is a link to the contact page.  
The coding is: 
<a href="contact.htm">CLICK HERE to see Daves contact details for more 
info</a> 
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Links to other Websites  
Sometimes it might be necessary to have a link on your site to another 
person’s web site. 
 
The reasons for doing this are numerous: 

�  You might need to link to a government site to verify information from 
your site 

�  You might want to link to a “specialist” site that shows the visitor 
additional information 

�  You might just want to include other sites you enjoy and that you feel 
your visitors might enjoy as well. 

 
Whatever the reason, the way to set up these links is extremely 
straightforward. 
 
If you want to create a link on one of your webpages to another – use the following 
format for your HTML code: 
 
<a href=”http://www.austcollege.com.au” target=”_blank”>Click here for the 
Australian College web site</a> 
 
What this means: 
 

The <a href=  is the coding to tell HTML you are creating a link 
 
In between the “    “ is the exact name of the website you want to link to – in 
this case: http://www.austcollege.com.au. Note we are NOT using the shorter 
www.austcollege.com.au address – as some web browsers will not recognise 
this addressing format and require the http or https 
 
Target =”_blank” is important code as it opens the website in a new page and 
leaves your webpage still open so they can quickly come back to it. Please 
note that “_blank” starts with an underscore and MUST be in lowercase. 
 
The > ends the reference 
 
The words Click here for the Australian College web site  are the words 
you want people to see on the web page. These can be any you words you 
like, and be as long or as short as you like. 
 
</a> ends the command. 

 
Of course if you wanted to add blank lines after the link – add the <br> commands … 
 
And if you want an explanation about the website – just add the text you want them 
to read after you end the link command.  
 
For examples - go to the College website and look at examples of links and 
right click to see the coding we use to create the links. 
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Links to documents and other files 
Sometimes you might want people to be able to download items from your 
site.  You might have documents you want to share, price lists, product 
descriptions, or forms you would like people to fax back to you. 
 
Setting these up on your web site will take a little effort, but it is well worth it. 
 
Ensure you have done everything you can to keep the file size of your 
downloads down. This ensures users aren’t frustrated by long download times 
and minimises the risk of you getting charged for excessive downloads by 
your hosting provider. 
 
Also it is good practice to show the file size on the link – so people can judge 
whether to download it or not. 
 
Firstly in order to make documents available – you need to have them in your 
web site folder (not elsewhere on your computer or network).   
 
Secondly – name the document files without spaces – so all browsers can 
read the name correctly. Use an underscore instead of a space. 
 
If you want to create a link to documents – use the following format for your HTML 
code: 
 
<a href=”Product_Brochure.pdf” target=”_blank”>Product Brochure</a> 
156KB 
 
What this means: 
 

The <a href=  is the coding to tell HTML you are creating a link 
 
In between the “    “ is the exact name of the document including the 
extension showing the file type (in this case a pdf file). Note that some 
browsers are case sensitive – so be exact here. 
 
Target =”_blank” is important code as it opens the document in a new page 
and leaves your webpage still open so they can quickly come back to it. 
 
The > ends the reference 
 
The words Product Brochure  are the words you want people to see on the 
web page that will be the “hyperlink” they click on.  
 
</a> ends the command. 
 
156KB – this is simply text after the link showing the file size. 

 
Of course if you wanted to add blank lines after the link – add the <br> commands … 
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And if you want an explanation about the document – just add the text you want them 
to read after you end the link command.  
 
It is good practice to put your documents into a separate folder within your 
website – so they are all in a logical spot. In this case we need to edit the 
code to show that the document is in folder called “documents” eg: 
 
 
<a href=”documents/Product_Brochure.pdf” target=”_blank”>Product 
Brochure</a> 156KB 
 
 

Ways to Manage File Sizes 
 
PDF 
Look at converting your word documents to Portable Document Format 
(PDF).  
 
This is an Adobe product that was designed to allow people with different 
computers to open the same document, regardless of the computer they are 
using. 
 
It will reduce the overall file size of the documents. 
 
There are a number of web sites that will convert your documents for free or 
for a nominal price. 
 
Compressing Files 
There are a number of programs that are available that will compress files in 
size.  One of the most popular is WinZip www.winzip.com  
 
If you use these programs you can compress or “zip” up your files prior to 
placing them on your web site.  
 
This will dramatically decrease your file size.  
 
Note - The people downloading these files will have to have the same 
program on their computer to be able to decompress or “unzip” the files. 
 
If you do decide to “zip” up your files with one of these programs, then inform 
people eg text stating: 

“The files on this site have been compressed using Winzip and you will 
need to use that program to open them” 

 
You could make this a hyperlink to the wizip site so they can access any 
programs they need. 
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Links to Parts of That Page 
Sometime you may want to create an “table of contents” for a page that has 
lots of information in it. For example on our Business Courses page we create 
at the top of the page links to the parts of the page that relate to each course: 
 

  
 
If a visitor was to click on the top link – C3 and C4 in Business – they would 
be taken straight to that part of this page, as shown above. 
 
If a visitor was to click on the Small Business Courses link – they would be 
taken straight to that part of this page, which is much further down the page. 
 
If you want to create a link to parts of a page – it is a 2 part process: 

1. label the separate paragraphs on your webpage you want to be able to 
link to; and 

2. creating the links 
 
Instructions follow:

This means that 
this link. 
Will take you 
to this part of 
the page 
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Firstly “label” each separate part of the page using the following extra 
(shaded) code to edit the “title” section for that part of the webpage with the 
following HTML code. eg 
 
<span class="subtitle"><a name="para9">Small Business</a></span> 
 
What this means: 
 

Leave the span class as it normally would be – in this case a “subtitle” 
 
“create an anchor” by adding in the “label” eg in this case we have 
used the label “para” for paragraph and labelled each area with a 
different number eg para1, para2, para3 … You can use any label you 
like eg product1, products2 
 
The anchor must be in the format <a name =”label”>  
 
Leave the heading text as it normally would be eg in this case Small 
Business 
 

The second part of the process is to create the links at the top of the page (or 
where you want the links to be).  
 
Add in links where the anchor references are in the format: 
 
<a href="#para1">Text to Display at Top</a><br> 
 
For our Business Courses Example (the screen on the previous page) the HTML 
code is: 
 
<a href="#para1">C3 and C4 in Business</a><br> 
<a href="#para2">C3 in Business (Sales)<br> 
<a href="#para3">C3 and C4 in Business Administration<br> 
<a href="#para4">C4 in Business Management<br> 
<a href="#para5">C3 and C4 in Frontline Management<br> 
<a href="#para6">C4 in Human Resources<br> 
<a href="#para7">Diploma Courses<br> 
<a href="#para8">C2 in Business<br> 
<a href="#para9">Small Business Courses<br> 
<a href="#para10">Business Clients<br> 
 
Note you can also have 2 links going to the same spot by simply using the 
right “label” to anchor the links to eg 
 
<a href="#para9">Small Business Courses<br> 
<a href="#para9">Business Clients<br> 
 
The order of the links does not need to match the order of the paragraphs. 
 
Visit the College web site to see this type of link being used in many of the 
course pages.  


