




BCU ELECTRONIC SUBMITTAL – Working with PDF Bookmarks 

Now its time to create our first bookmark. You can use the ‘Create Bookmark’ icon (See Figure 4), or the 
shortcut keystroke (Ctrl+B).  
 

Figure 4. The 'Create Bookmark' icon 
 
 
 
 
 
A new bookmark will appear, with the word ‘Untitled’ in it. You’ve created your first bookmark. The next 
step is to name the bookmark. Using your mouse, right click2 on the bookmark and select ‘Rename’. (see 
Figure 5.) 
 

Figure 5. Renaming your Bookmark 
 
 
Your bookmark name should contain two components: 
 

1. The Sheet number: and,  
2. The Sheet name 

                                                          
2 This document is arranged for Windows users. Mac commands may vary. 
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BCU ELECTRONIC SUBMITTAL – Working with PDF Bookmarks 

Almost there! The final step to creating your bookmark is to define its destination (i.e. When you click on 
the bookmark, where is it going to take you?). To do this, right click on the bookmark and select ‘Set 
Destination’ (See Figure 6.).  
 

Figure 6. Setting a Bookmark's destination 
 
 
You will be prompted as to whether or not you want to set the Bookmark to the current destination. The 
answer is yes. This will set the Bookmark’s destination to the page you are currently on. 
 
Congratulations. You’ve succesfully bookmarked your first sheet. Hit the PageDown key to navigate to the 
next page, and continue bookmarking until you have gone through the entire document. Remember, you 
should have the same number of bookmarks as you do pages when you are all done. 
 
Getting Fancy 
 
If you want to ensure that the person who is receiving the document can view your bookmarks, you can set 
the ‘Initial View’ properties of the document so that the Bookmark panel will automatically open when the 
document is opened. To do this, go to ‘File’, then ‘Properties’ (or hit Ctrl+D), and select the ‘Initial View’ 
tab. You will see a number of options to choose from. Under the first pull-down menu select ‘Bookmarks 
Panel and Page’ and press ‘OK’ (See Figure 7.). The next time someone opens the document the 
Bookmarks panel will automatically open.  
 

Figure 7. Setting the Initial View properties 
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