
IOMA Human Resources & Payroll Newsletter - How To Card

BNA IOMA’s HR and Payroll newsletters provide managers with timely information on a variety of topics, includ-
ing talent management, HR compliance, performance reviews, and workplace policies and standards. Find origi-
nal research, expert interviews, and case studies on key issues with the latest news and trends on HR department 
management, and payroll administration. These newsletters are set up in approximately the same way. Images from 
HR Focus are used as the example for this How To Card. 

In the Key Features column, click PDF Archives to access the back 
issues from 2003 - current.

Back Issues

Favorites
Displays an editable list of 
favorite documents. 

Search My BNA 
Conduct a search across 
all of your current BNA  
subscriptions. This feature only 
appears if you subscribe to 
more than one BNA service.

Saved Searches 
List of saved 
searches. 

Simple Search
Search all news 
and archives.  

Preferences
Choose whether the Home 
Page displays Headlines with or 
without Summaries.  

Advanced Search
Additional options 
to conduct a fielded 
search and limit the 
search by date.  

Search History 
List of searches conducted 
during a session. Unsaved 
searches are cleared when 
the session ends.

Banner The Banner sits at the top of every page on a product and contains links to functionality. 

E-mail Highlights

Click Sign Up for E-mail in the 
left frame, and access the BNA 
E-Mail Registration page. 

Enter the required informa-•	
tion,  and select the products 
from your subscription(s) 
to activate e-mail highlight 
delivery. 
Select the title from the •	 Title 
List to the Active Titles 
column. 
Click Save. •	

For detailed information, click
the orange FAQ button. 

ioma.bna.com

BNA.COM
Click the BNA dome 
graphic to link to the 
BNA.com website.   
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How To Set Favorites

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).

Create a list of Favorite documents, accessible by one-click access.
To add documents to your Favorites list, click Add to Favorites on the tool bar whenever you are viewing a document.
Name and Save the document. Up to 50 documents can be listed as Favorite Documents. 

To access, rename or delete documents, on the Favorite Documents List, click Favorites on the menu bar. 

How to Print

Select a text format. When printing mul-1.	
tiple documents, select Rich Text Format 
(RTF) to place section breaks between the 
documents.
Select/deselect the documents to print. 2.	
Click the 3.	 Print/Display Selected 
Document(s) button to launch the print 
display.

For detailed, in-depth information about 
printing, click the . 

Print part of a document by selecting the text and Ctrl P. 
Using your browser’s print box, choose  , and click Print. 

Print single or multiple documents from the search results list, or any open content page. To launch the print 
dialog box, click the print icon  at the top of the page.


