LOOKING FOR SOMETHING? TIPS FOR FINDING
INFORMATION ... FAST!

There is a wealth of important information included in our benefit summaries, but who has time
to look for it Believe it or not, you can find what you need without having to search through
pages and pages of information. By taking advantage of each summary’s “search” function
and “bookmarks,” you can find the information you need in a matter of seconds.

LOOKING FOR GENERAL, BIG PICTURE INFORMATION?

Once you open a benefit summary, just scroll down the table of contents — or “bookmarks” —
shown at the left. Click on the applicable bookmark, and you will be taken to that section of
the document.

WANT SPECIFICS?

Use the summary’s “search” function. To access this function:

= On the toolbar at the top of the screen, click on the Search tool i .

u Type the word, words, or part of a word for which you want to search. If you want, you
can refine the search by selecting one or more of the following options:

— “Whole words only” to find only occurrences of the complete word you enter in the text box. For
example, if you search for the word “doctor,” the words “doctors” and “doctor’s” will not be selected
during the search.

— “Case-Sensitive” to find only occurrences of the words that are in the case that you typed. For example,
if you search for the word “doctor,” the search would find “doctor,” but wouldn't find “Doctor.”

— Note: For searching the benefit summaries, you do not need to select “Search in Bookmarks” or
“Search in Comments.”

u Click on “In the current PDF document” to show that you just want to search the current
summary. (Searching multiple PDF documents works well for PDFs that are copied onto
your hard drive, but not for searching online PDFs such as our benefit summaries.)

= Click on “Search.”

m All occurrences of the text for which you are searching will be shown in the results box.
Scroll through the list and click on the applicable highlighted text to be taken to that text
in the document.

Click on “New search” if you want to perform another search.

WANT REAL-WORLD EXAMPLES?

Each of the benefit summaries contains examples of searches that are specific to that
summary. To access that information, open the benefits summary and click on “Tips for
Finding Information ... Fast!”
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