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What is an Anchor?

• Anchors allow you to click a 
link at the top of the page and 
be taken down to another 
section of the same page.
• Anchors are added using 
more than one Text Window 
component.
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Clicking 
here…

…brings 
you here!



How to create an 
Anchor?

1. Place the text window at the top 
of your page (as the first 
component) 
• “Anchors” is generally a good 

name for the component.

2. Create a Table in your text 
window. 
• Add titles of the sections you 

want to jump to on your page. 

• Keep an empty row between 
titles.

• Do not hyperlink them yet; we 
will do this when we have the 
anchor links.

3. Save the component.

3

1

3

2



4. Either add a NEW text window or 
go into edit an existing text 
window.
• These text windows need to be 

placed ABOVE the location you 
are wanting to “jump to”

• I often place these in a “spacer” 
text window, but they can also 
be placed into an exisiting text 
window.

5. In the text window where you 
want to create the anchor, click 
the Legacy Page button at the 
top of the window.

4

4

5



6. Click the Anchor icon in the edit 
bar of the text window.

7. A flag will appear when an 
anchor has been made.

8. Name your PDF the SAME as the 
title you typed at the top of the 
page. You can use spaces or not, 
as long as it matches what we 
link in the top title.

9. Click OK

10.Click Save.
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11.To link the titles to the anchors 
you just created, go back into the 
new component you created 
with the table & titles for 
anchors.

12.Highlight your title.

13.Click the hyperlink icon.

14.In the URL field, add a # and then 
the exact same title you placed 
in your anchor name.

15.If your anchor title had any 
spaces, replace the space with 
“%20”

16.Leave “Open in new tab” box 
UNCHECKED.

17.Click Update.

18.Repeat Steps 12-17 for all 
anchors.

19.Click Save button.
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From steps on 
page 5
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To test it: Exit the edit view and click the 
link at the top and make sure it jumps 
down to where you placed your anchor!
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Tips:
• Create your titles all at once. Copy them to a Word Doc or Notepad so you 

can remember when you create the anchors. 
• Place all of your anchors throughout the page at once.
• Then, link to all of your titles at one time.
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