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Navigate a PDF Document

1. On PDF toolbar at the top of the
document, find the search box
(see arrow at left).
2. Type in the topic you are looking
for. The example below is a
search for help on improving the
paper’s flow, so the work “flow”
has been typed into the search
box.

3. Click “Find Next in Current PDF”
(see circled text at left
4. Word will first find the search term
in the word first in the document
index.
If you want to find other instances of
the search term, see directions below.
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5. To locate other occurrences of the
search term, click the “Find Next”
icon (see arrow at left).
6. Continuing to click “Find Next” will
locate all occurrences of the search
term throughout the document
Questions about page numbering?
Read below.
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PDF Page Numbers—A Mismatch?
Sometimes the page number printed on the document page (see circle below) and in the document’s index
do not match the page number shown on the word processor’s page indicator (see arrow below) or on the
page number thumbnail image (not shown here).
The mismatch occurs when the document author decides, for one reason or another, not to print page
numbers on every page. In the example below, what the document author marked as page 31 is actually the
th
35 page of the document. (The author probably did not show a page number on the title page or table of
contents, but still wanted to start the body of the document with page “1.”)
For purposes of citing pages or locating pages from the document index, use the printed page numbers.
For printing (if you want to print only a page or a few pages), use the page number shown on the word
processor’s page number indicator on the task bar at the bottom of the screen (or on the thumbnail image.)

