
Managing Your Safari Bookmarks
When you save a bookmark in Safari, you can store it in several places. This guide will 
explain the differences between these locations. While there is no right or wrong place to 
store your bookmarks, you may find that some locations fit your workflow better than 
others.

Adding Bookmarks
First, navigate to the web site you’d like to bookmark.

- Click the + button just to the left of the address bar in Safari.
- Click the Bookmarks menu in the menu bar and choose Add Bookmark…
- Press Command + D on your keyboard.

A small window will appear. Clicking the drop down menu will let you choose where you 
would like to store the bookmark. 

You can change the name of the bookmark by replacing the text in the box. If you’re 
saving the bookmark to the Bookmarks bar, you may want to shorten the title down to a 
word or two.

The Bookmarks Manager

The Bookmarks Manager is where you have the power to organize your bookmarks. It can 
be accessed by clicking the open book icon in the upper left hand corner of any Safari 
window.
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In the sidebar, the bookmarks are split into Collections, including Bookmarks Bar and 
Bookmarks Menu.

Clicking this plus button will create a folder inside of the collection you currently have 
selected. In this case, it will add a folder to the Bookmarks Bar. You can click and drag any 
existing bookmark into a folder at any time. To add a subfolder, click once to highlight the 
“top” folder and then click the plus button.

The plus button all the way in the lower left corner will create a new collection in the 
sidebar. This folder will not appear in the Bookmarks Bar or the Bookmarks Menu. 

To rename an existing bookmark, you can click once and press the Return key on your 
keyboard. 

To delete a bookmark, click once to select it and press the Delete key.
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The Bookmarks Menu

The Bookmarks Menu can be accessed by clicking on Bookmarks in the menu bar at the 
top of the screen any time Safari is active. Any Bookmarks that have been saved will 
appear as a list at the bottom of the menu.

The Bookmarks Menu is good for bookmarks that you may want to file away for future 
reference, but don’t necessarily need to access frequently. 

The Bookmarks Bar	

The Bookmarks Bar appears just beneath the address bar in Safari. This is a great place to 
keep the bookmarks you use the most often, as you can access them with one click.

If your Safari window is too small to display all of your bookmarks, a » icon will appear. 
Clicking on » will display the rest of the bookmarks stored in the Bookmarks Bar.

If you have a folder with several bookmarks, holding the Command key while clicking on 
the folder title will open all the bookmarks at once in different tabs. 

If you don’t see any the Bookmarks Bar, go to the menu bar and choose View > Show 
Bookmarks Bar.
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