
Find Feature, Bookmarks, and Converting PDF to Word Instructions Sheet 
To skip this instruction go to page 2. 
 

1} While viewing the PDF on the Browser, Save the PDF to your Desktop, then open the PDF document in Adobe Acrobat 
 
2} Click on File, then Save As Other…, then Microsoft Word, then Word Document 

 

Using Find to search for Key Words in the document: 
 
1] On the browser, press the Ctrl and F on your keyboard 
at the same time to use the Find Feature 
             
 
 
 
 Internet Explorer: 

The Find Feature will appear in the top-right corner 
of the page 

 
 
 
 
 
 
 Firefox: 

The Find Feature will appear in the bottom-left 
corner of the page 

 
 
2] Type a word you want to search for in the Find Box. 

Then, press the ENTER Key 

 
You can use the Previous and Next or Up and Down 
buttons to keep searching for the same word through the 
document. 
 

Instruction to use bookmarks while viewing online: 

Internet Explorer: 
1. Single right-click your mouse 

 
 

 
2. A dropdown menu will appear, 
click on “Show Navigation Pane Buttons” 
 
 
 
 
 
 
 
 
 
Firefox: 
1) On the top-left corner, click on the Toggle Sidebar Icon 
 
 
 
2) The Sidebar will expand, Click on the Show Document 
Outline Icon 
 
 
 
 
 

Converting a PDF Document to Microsoft Word 
Document: 

 

 

 

 

 

 

3] The Find Feature will highlight the word you searched as 
you press ENTER or use the Previous, Next, Up, or Down 
buttons 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click on the Bookmark Icon to view the listing of 
bookmarks. 
4. Click on a Bookmark to view the respective information. 
 
 
 
 
 
 
 
 
 
 
 
 
3) Click on a Bookmark to view the respective information. 
 
 
 
 
 
 
 
 
 


