
BNA’s Benefits Practice Center - How To Card
http:// benefits.bna.com

The Benefits Practice Center consolidates BNA's vast collection of pension, compensation and benefits information 
into one single resource. The three tabbed reference libraries focus your research and help you work smarter and 
more efficiently by grouping BNA’s specialized portfolios, specialized client letters, and other important source infor-
mation into specific practice areas. 

Search Benefits Practice Center 
To quickly search all of the content included in your subscription, use Quick Search. On the Search Results page, 
select the content type you wish to view. See the example below, illustrating how to search for information about 
“cafeteria plans”. 
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Click the  next to a Portfolio 
group to browse by topic. 

The Split Screen view simultaneously 
displays the results list and full text of 
selected content. Use it to toggle back 
and forth between the two.
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Search Options
Go To – Quickly locate a source document, 
case by citation, or locate a portfolio by 
number or name. 
Advanced Search – Choose specific 
collection(s) to search with options 	
to use fields, search operators, and/or date 
restrictions. 
Guided Search – Use pre-selected fields for 
searching in specific collection(s). To search 
in an individual portfolio, use the Portfolios 
Guided Search template. 
Search My BNA – Use Search My BNA to 
conduct a cross-product search in all of your 
subscriptions. This feature only appears 
if you subscribe to more than one BNA 
service.

The Search Results page lists the number of hits found in each 
of the content types included in your subscription: Portfolios, 
Analysis, Treatise, Cases, News, Laws, Indexes etc.

To view individual hits, click a blue linked content group (e.g. 
Portfolios).  
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For COMPLIMENTARY Training and Product Support:
Call 1- 800-372-1033, option 5, 8:30 AM - 7:00 PM ET, M-F, (excluding most federal holidays). 
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Practice Tools are sample letters, checklists, tables and charts as well as applicable interactive forms designed to help 
practitioners adhere to compliance programs, work through audits, investigations, or examinations, and facilitate 
their practice. The Practice Tools’ frame is located in the center of each practice area’s Home Page. Each practice 
area has a unique set of available Practice Tools. These tools are written and created by the authors of BNA Reports, 
Guides and Journals, comprised of both outside experts and BNA’s specialized Benefits editorial staff. 
The interactive forms program allows you to create and save client information and transfer it from year to year. 

Practice Tools

Printing

Choose the segment or document to print 
in the Select <type of document> segment 
and/or List of Documents to be printed.  

Print a single document, or simultaneously print multiple documents from 
any open content page. To launch the print dialog box, click the print icon 
located at the top of the page or beside a heading. The print dialog box con-
solidates all of your print selections.

Note: Select RTF format when printing 
more than one document in order to insert 
section breaks between each document.

Print Dialog Box

Source information is added to the top and 
bottom of each printed page.

Click either of the Print Display Selected 
Document(s) buttons to launch the print 
display.
For in-depth information about the printing 
function, click the .


