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Greetings,	Insiders! My	name	is	Jayantika	Sarwal,	and	I’m	a	Program	Manager	on	the	Word	team.	I’m	thrilled	to	share	with	you	that	a	feature	you	love	in	Word	for	Windows	and	Word	for	Mac	has	made	its	way	to	Word	on	the	web!	You	can	now bookmark	locations	in	your	document and	quickly	access	them	later.	Bookmark	locations	in	your	document	
A	bookmark	in	Word	works	like	a	bookmark	you	might	place	in	a	book.	It	marks	a	place	that	you	want	to	save	and	refer	to	again	later.	You	can	enter	as	many	bookmarks	as	you	need,	but	make	sure	to	give	each	one	a	unique	name	so	they’re	easy	to	identify.	How	it	works		To	insert	a	bookmark,	select	any	word	or	text	string,	picture,	or	item	in	your
document	you	want	to	be	able	to	refer	to	later,	and	then	select	Insert > Link	>	Bookmarks	>	New	Bookmark.						To	show	bookmark	annotations	in	your	document,	select 	Links >	Bookmarks, and	then	select	the	Show	on	document	checkbox.	To	delete	a	bookmark,	after	choosing	to	show	bookmark	annotations	in	your	document,	simply	click	the
bookmark	and	click	Remove	button	that	appears.	You	can	also	right-click	the	bookmark	and	select	Remove	Bookmark	on	the	shortcut	menu.	Tips	and	tricks	Bookmark	names:	Need	to	begin	with	a	letter	Can	include	both	numbers	and	letters	Cannot	include	spaces	If	you	need	to	separate	words	when	naming	your	bookmark,	you	can	use	an	underscore
(_).	For	example, ”First_heading.”	You	can	view	and	navigate	through	all	the	bookmarks	in	your	document	using	the	navigation	pane.	Availability		The	bookmarks	feature	is	available	in	Word	for	the	web	to	10%	of	the	First	Release	audience. We’ll	be	rolling	it	out	to	all	users	in	the	coming	days	and	weeks.	Don’t	have	it	yet?	It’s	probably	us,	not	you.
Features	are	released	over	some	time	to	ensure	things	are	working	smoothly.	We	highlight	features	that	you	may	not	have	because	they’re	slowly	releasing	to	larger	numbers	of	Insiders.	Sometimes,	we	remove	elements	to	further	improve	them	based	on	your	feedback.	Though	this	is	rare,	we	also	reserve	the	option	to	pull	a	feature	entirely	out	of	the
product,	even	if	you,	as	an	Insider,	have	had	the	opportunity	to	try	it.	Feedback		We	want	to	hear	from	you!	Please	submit	your	comments	and	feedback	by	selecting 	Help	>	Feedback.	Learn	more about what	other	information	you	should	include	in	your	feedback	to	ensure it’s actionable	and	reaches	the	right	people.	We’re	excited	to	hear	from
you! Sign	up	for	the	Office	Insider	newsletter,	and	you’ll	get	the	latest	information	about	Insider	features	in	your	inbox	once	a	month.	Bookmarks	identify	in	a	Microsoft	Word	document	the	locations	or	fragments	that	you	name	and	identify	for	future	reference.	For	example,	you	might	use	a	bookmark	to	identify	text	that	you	want	to	revise	later.
Instead	of	scrolling	through	the	document	to	locate	the	text,	you	can	go	to	it	by	using	the	Bookmark	dialog	box.	With	Aspose.Words,	you	can	use	bookmarks	in	reports	or	documents	to	insert	some	data	into	the	bookmark	or	apply	special	formatting	to	its	content.	You	can	also	use	bookmarks	to	retrieve	text	from	a	certain	location	in	your	document.	In
Microsoft	Word,	you	can	place	bookmarks	anywhere	in	the	document	when	needed,	or	delete	them	if	they	are	of	no	use	anymore.	The	bookmarks	can	be	assigned	to	text	fragments,	graphic	objects,	paragraphs,	etc.	Every	bookmark	has	a	unique	name	consisting	of	several	letters	and	digits.	To	insert	a	bookmark	in	Microsoft	Word:	Select	the	text	that
you	want	to	enclose	in	a	bookmark,	or	click	where	you	want	to	insert	a	bookmark.	On	the	Insert	menu,	click	Bookmark.	Under	Bookmark	name,	type	or	select	a	name.	Bookmark	names	must	begin	with	a	letter	and	may	contain	numbers.	You	cannot	include	spaces	in	a	bookmark	name.	However,	you	can	use	the	underscore	character	to	separate	words
—	for	example,	the	“First_heading.”	Click	Add.	Please	note	that	bookmarks	are	not	visible	in	Microsoft	Word	by	default.	To	make	them	visible,	use	the	following	steps:	On	the	Tools	menu,	select	Options…	Select	the	View	tab.	Under	Show,	check	Bookmarks.	To	delete	a	bookmark	in	Microsoft	Word:	On	the	Insert	menu,	click	Bookmark.	Click	the	name
of	the	bookmark	you	want	to	delete,	and	then	click	Delete.	To	delete	both	the	bookmark	and	the	bookmarked	item	(such	as	a	block	of	text	or	other	elements),	select	the	item,	and	then	press	DELETE.	The	actions	that	can	be	performed	with	bookmarks	using	Aspose.Words	are	the	same	as	the	ones	you	can	perform	using	Microsoft	Word.	You	can	insert
a	new	bookmark,	delete,	move	to	a	bookmark,	get	or	set	a	bookmark	name,	get	or	set	text	enclosed	in	it.	Use	DocumentBuilder.StartBookmark	and	DocumentBuilder.EndBookmark	to	create	a	bookmark	by	marking	its	start	and	end,	respectively.	Do	not	forget	to	pass	the	same	bookmark	name	to	both	methods.	Bookmarks	in	a	document	can	overlap
and	span	any	range.	Badly	formed	bookmarks	or	bookmarks	with	duplicate	names	will	be	ignored	when	the	document	is	saved.	The	following	example	adds	some	text	into	the	document	and	encloses	the	text	in	a	bookmark.	All	white	spaces	in	the	bookmarks	were	replaced	with	underscores.	This	restriction	came	from	MS	Word	formats,	since
bookmarks	in	MS	Word	formats,	like	DOCX	or	DOC,	cannot	have	white	spaces.	However,	PDF	allows	such	bookmarks.	So	now,	if	you	need	to	use	bookmarks	in	PDF	or	XPS	outlines,	you	can	use	them	with	white	spaces.	The	following	code	example	shows	how	to	create	a	new	bookmark.	Sometimes	it	is	necessary	to	obtain	a	bookmark	collection	to
iterate	through	bookmarks	or	for	other	purposes.	Use	the	Node.Range	property	exposed	by	any	document	node	that	returns	a	Range	object	representing	the	portion	of	the	document	contained	in	this	node.	Use	this	object	to	retrieve	a	BookmarkCollection	and	then	use	the	collection	indexer	to	get	a	specific	bookmark.	The	following	code	example
shows	how	to	obtain	bookmarks	from	a	bookmark	collection.	You	can	download	the	template	file	of	this	example	from	here.	The	following	code	example	shows	how	to	get	or	set	a	bookmark	name	and	text.	You	can	download	the	template	file	of	this	example	from	here.	The	following	code	example	shows	how	to	bookmark	a	table.	If	you	change	the	name
of	a	bookmark	to	a	name	that	already	exists	in	the	document,	no	error	will	be	generated	and	only	the	first	bookmark	will	be	stored	when	you	save	the	document.	Note	that	some	bookmarks	in	the	document	are	assigned	to	form	fields.	Moving	to	such	a	bookmark	and	inserting	text	there	inserts	the	text	into	the	form	field	code.	Although	this	will	not
invalidate	the	form	field,	the	inserted	text	will	not	be	visible	because	it	becomes	part	of	the	field	code.	The	following	code	example	demonstrates	how	to	access	columns	of	the	bookmarked	table.	If	you	need	to	insert	rich	content	(not	just	plain	text)	into	a	bookmark,	you	should	use	DocumentBuilder.MoveToBookmark	to	move	the	cursor	to	the
bookmark	and	then	use	DocumentBuilder	methods	and	properties	to	insert	content.	Show	Hide	Bookmark	Content	The	entire	Bookmark	(including	the	bookmarked	content)	can	be	encapsulated	within	the	True	part	of	the	IF	field	using	Aspose.Words.	It	can	be	in	such	a	way	that	the	IF	field	contains	a	nested	Merge	Field	in	the	expression	(Left	of
Operator)	and	depending	upon	the	value	of	Merge	Field,	the	IF	field	shows	or	hides	the	content	of	Bookmark	in	Word	Document.	The	following	code	example	demonstrates	how	to	show/	hide	bookmarks.	A	bookmark	is	a	place	and	location	you	want	to	use	to	easily	find	time	and	time	again.	In	the	context	of	the	World	Wide	Web,	a	bookmark	is	a
"Uniform	Resource	Identifier"	that	is	stored	for	later	retrieval	of	any	storage	formats.	We've	used	bookmarks	since	we	were	little	for	marking	a	spot	in	our	books,	and	now	we	look	to	create	bookmark	in	Word	in	order	to	mark	a	spot	in	our	business,	college,	or	just	any	informal	document.	Bookmarks	are	a	helpful	tool	for	marking	specific	locations	in
your	document,	and	today	we	will	learn	how	to	make	bookmarks	in	Word,	and	how	to	use	bookmarks	in	Word,	as	well	as	in	other	file	formats.	Steps	to	Create	Bookmark	in	Word	The	First	Option	to	Create	Bookmark	in	Word	You	can	easily	add	as	many	bookmarks	as	you	like	in	your	document	or	Outlook	message.	A	bookmark	in	a	word	document
represents	a	place	you	want	to	find	easily	again	and	again.	Make	sure	to	give	each	bookmark	a	unique	name	so	that	you	can	easily	identify	them	and	find	them	later	on.	To	learn	how	to	create	bookmark	in	Word,	you	need	to	follow	these	steps:	1.	Select	any	text,	picture,	or	any	other	place	in	the	document	where	you	want	to	insert	a	bookmark.	2.	Go	to
"Insert"	and	then	click	"Bookmark".	3.	A	new	pop	up	window	will	appear,	where	you	need	to	add	a	name	of	your	bookmark.	Add	the	name	under	"Bookmark	name",	and	then	click	"Add".	The	name	of	your	bookmark	must	begin	with	a	letter.	Now	that	you've	learned	how	to	create	bookmark	in	Word,	and	add	the	bookmark,	you	can	easily	jump	to	it	by
clicking	"Ctrl	+	G"	to	open	the	"Go	To"	pop	up	window.	Go	to	the	"Find	and	Replace"	box,	and	click	on	"Bookmark"	in	the	"Go	to	what"	section.	Enter	the	name	of	your	bookmark.	The	Second	Option	to	Create	Bookmark	in	Word	Another	option	is	to	add	hyperlinks	that	will	take	you	to	your	bookmark.	To	do	that,	follow	these	steps:	1.	Select	the	text,
image,	or	anything	else	you	want	to	use	as	hyperlink.	2.	Right-click	on	your	mouse,	and	then	select	"Hyperlink".	3.	In	the	list	"Link	to",	click	on	the	option	"Place	in	this	document",	and	then	select	the	bookmark	you	want	the	link	to	refer.	Advantages	of	PDF	Format	Word	documents	are	great	for	written	documents.	But	every	now	and	then,	you	need	a
file	that	independent	on	the	hardware,	operating	system,	and	application	software.	That	is	where	PDF	documents	come	in	handy.	Unlike	Microsoft®	Word	documents,	PDF	documents	can	be	opened	on	any	operating	system,	any	hardware,	and	are	basically	transferable	documents	that	can	be	shared	across	multiple	computer	platforms.	The	main
benefits	of	PDF	format	is	that	all	computer	users	can	open,	review,	edit,	and	print	the	document.	Nowadays,	we	have	a	plethora	of	PDF	editing	software	that	we	can	use.	And	in	a	similar	way	you	can	create	bookmark	in	Word,	you	can	create	bookmark	in	PDF	as	well.	Some	might	even	say	it	is	easier.	One	of	the	better	PDF	software	options	is
Wondershare	PDFelement	-	PDF	Editor.	Learn	more	how-to	guide	to	use	PDFelement.	Here	are	some	of	the	main	features:	Edit	PDF	text	and	images.	Merge	and	split	different	file	formats.	Use	annotation	tools	to	add	sticky	notes,	highlight	important	text,	and	add	shapes	via	hand	drawing	tools.	Create	PDF	document	from	scratch,	or	convert	any	file
format	into	a	PDF	file.	Apply	bookmarks	and	hyperlinks	for	better	organization.	Steps	to	Create	Bookmark	in	PDF	Documents	We	talked	how	to	create	bookmark	in	Word,	and	it	was	fairly	easy.	With	PDFelement,	it	is	easy	as	well.	Here	are	the	steps:	Step	1.	Open	PDF	Open	any	PDF	file	in	PDFelement	by	clicking	"Open	File…"	button.	Step	2.	Create	a
Bookmark	in	PDF	Go	to	"View"	and	then	click	on	"Bookmark".	The	Bookmark	panel	will	open,	and	you	can	go	to	the	page	where	you	want	to	add	a	bookmark.	Choose	a	name	that	will	make	it	easy	to	find	the	bookmark	later	on,	and	set	up	other	operations	for	the	bookmark	in	the	left	panel.	Another	option	is	to	go	the	text	where	you	want	to	add
bookmark,	select	the	text	or	image,	and	then	Right-Click	to	open	the	panel.	Choose	"Add	Bookmark"	from	the	list,	at	which	point	the	Bookmark	panel	will	open.	This	option	works	only	in	Windows.	Free	Download	or	Buy	PDFelement	right	now!	Free	Download	or	Buy	PDFelement	right	now!	Buy	PDFelement	right	now!	Buy	PDFelement	right	now!
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