
 

*CCAP is not recommending or endorsing any specific software, including 

PDFBookmarks. These instructions were created to show one of the many 

available options for creating bookmarks in a PDF. While there are many 

ways to create PDF bookmarks, CCAP will only be able to provide 

instructions on how to use a few of these programs. Readers are 

encouraged to independently research the different software that is 

available and to determine which program fits their needs, and computer 

operating systems, best. 

 

PDFBookmarks* is an application for the Macintosh whose primary function is 

to allow someone to add bookmarks to a PDF, either automatically or manually.  

It requires OS X 10.7 or later.  It can be purchased through the App Store 

application (one of the applications that comes with Macs).  Figure 1 shows the 

results when you search for PDFBookmarks in the App Store application. 

 

 
Figure 1. 

 

There is a free Lite version (saves bookmarks for the first 10 pages of the PDF, 

but allows you to try it out before deciding whether to purchase the version 

that works on larger documents) and a paid version ($1.99 as of the writing of 

these instructions).  It allows you to make the bookmarks manually or, with a 

little advance thought given as you write your document in your word 

processing program, automatically. 

 

Begin with a brief that has been converted to a searchable PDF.  Open 

PDFBookmarks and from the standard "Open" dialog, navigate to and choose 

the brief.  (See Figure 2.  Hint for any who keep documents inside folders that 

are nested in various other levels of folders:  You may find navigation easiest if 

you place the PDF on the Desktop.  When the Open dialog box appears, choose 

"Desktop" from the side pane, and your PDF will be easy to find, select, and (by 

clicking the Open button) open.  You can always place it where it really goes 

later.)   



 
Figure 2. 

 

 

When the document is opened, you will be looking at a view of it in 

PDFBookmarks.  In other words, you will not be in the PDF document itself.  

PDFBookmarks has two sides.  One side shows you the bookmarking part of its 

function.  The other side shows you what your PDF currently looks like. (See 

Figure 3 on the next page.)  But the whole thing is a PDFBookmarks window, 

not the PDF itself.  Once you are done in PDFBookmarks, you will be asked to 

save the changes, and when you click OK, the changes will be applied to your 

PDF. 

 

Once you open the PDF in PDFBookmarks to be bookmarked, you must decide 

whether to have the program generate the bookmarks automatically, or allow 

you to do it manually.  There are advantages to both ways.  Directions for both 

methods follow. 

 

Auto-generation of bookmarks: 

 

There will likely be more work involved in the auto-generation method, and it 

requires that, before you turn your word processing document into a PDF, you 

first make the headings at least one font size larger than anything else you do 

not want bookmarked.  The chief advantage of the auto-generation method is 

that you will capture all of the headings that you typed in a larger font.  But 

the bookmarks may need correction, as some headings may be broken into 



multiple bookmarks, and may not even be captured in full.  The correction is 

easy--just delete the unnecessary bookmarks by selecting them (within the 

PDFBookmarks application) and hitting the delete key, and for those 

incomplete bookmarks, go to the heading, copy the entire heading, then select 

the defective bookmark and paste to replace it with the full heading.   (Clicking 

the defective bookmark in PDFBookmarks will still take you to the right 

heading.  So click one, make the correction, click the next, correct, and so on.) 

 

In Figure 3, below the button "Generate Outline," you see the Filter by font-

size box checked, and the number 14 in the font size box.  If you click 

"Generate Outline," the program will find all text that is AT LEAST font size 

14 and make it a bookmark.  This works only if you made your headings larger 

than the rest in your word processing document before making it a PDF. 

 

(Rule 8.204(b)(4) of the Rules of Court requires a font no smaller than 13-point, 

unless the brief is typewritten.) 

 

 

 
Figure 3. 

 



The result is shown in Figure 4.  The problem is that longer headings get 

truncated and will require some massaging--not hard to do, however.   

 
Figure 4. 

 

If the heading is truncated, simply click on the "bookmark" (again, working in 

PDFBookmarks, not the PDF document itself) and it will take you to that 

heading in its view of the PDF.  You can copy the heading from that view, then 

select the bookmark and paste the entire heading in its place.   

 

Figure 5 shows that the auto-generated bookmark broke the Argument into 

several bookmarks, and that the bookmarking did not acquire the entire 

heading.  But clicking on the bookmark did take the reader directly to the 



heading.  You can simply copy the heading (on the right) and select and paste 

into a bookmark (on the left), and then select and delete the extra bookmarks 

that should not have been made. 

 

 
Figure 5. 

 

 

Once you are satisfied with the bookmarks, you need to save the document.  

CCAP recommends that you choose "Save As" and give it a new name, which 

will save your work, but it won't replace your original, unbookmarked PDF, in 

case you need to start over for some reason.  See Figure 6. 

 

 
Figure 6. 



 

Now when you open your bookmarked PDF, you will find the bookmarks in the 

bookmark pane.  Figure 7 shows the icon to click to display the bookmarks.  

Figure 8 shows the bookmarks. 
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Figure 8. 

 

Manual Method to Make Bookmarks: 

 

To make the bookmarks manually in PDFBookmarks, open the PDF in 

PDFBookmarks.  Instead of dealing with Auto-Generate, however, just 

navigate to each heading (in PDFBookmarks), select it, and either hold down 

the Command key while you press the B key once, or go to the Bookmarks 

menu and choose New Bookmark.  Then go to the next heading and repeat the 

process.  This method is more accurate in that whatever you have selected 

when you create the bookmark is what you get as the bookmark.  Nothing more, 

nothing less, no truncation.  (And there was no need to first make the headings 

a different size from the rest of the text.) 

 

Figure 9 shows the bookmarks (in PDFBookmarks) created by selecting the 

headings one at a time and creating a new bookmark by either Command B or 

the menu item.  The one adjustment necessary was in the Declaration of 

Counsel, which, in this instance, appeared in the brief to the right of the 

caption, so the selection of the two lines also captured a parenthesis mark. 

Bookmarks can be edited directly while in PDFBookmarks, so the parenthesis 

mark was simply manually deleted. 
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Figure 10 shows the PDF itself, with the bookmarks that were created 

manually. 

 

 
Figure 10. 

 



When done, Save As (new name of PDF document), and a version of your PDF 

will be created with the bookmarks you just made. 


