Step By Step Instructions
Addendum to the Self-Study Report

The self-study templates (i.e., ISSR or CSSR) have recently gone through extensive revisions.  This Self-Study Addendum was created to help the CoAEMSP collect some additional items as evidence rather than require programs to complete the entire revised self-study report. 

Please be sure all the documentation is positioned so that it does not need to be rotated to view and the ability to rename a folder and/or document is not restricted.  

Please use the steps on the following pages as a guide in completing the addendum to the self-study reports.  




Double-click on the PDF icon below to access the Directions for Creating a Single PDF Document.









For questions or help composing the Self-Study Addendum, please contact Lisa Collard (lisa@coaemsp.org or ext. 118)



1. Create a main folder on your desktop titled with the Program #, SSR Addendum [i.e., ISSR, CSSR], and Submission Due Date [yyyy.mm.dd]. 
(e.g., 600XXX CSSR Addendum 20XX.09.01).  

2. Open the main folder and create one sub-folder for the requested documentation titled Addendum.  

3. Save the Self-Study Addendum (Word document)sent to you via email to the main folder you created on the desktop.  
 
4. Name the Self-Study Addendum the same as the main folder Program #, SSR Addendum [i.e., ISSR, CSSR], and Submission Due Date [yyyy.mm.dd]. (e.g., 600XXX CSSR Addendum 20XX.09.01).  

The main folder should look like the example below after completing Steps 1-4 above.
 
[image: ]Single sub-folder
Renamed Word Template
Main folder


5. The Self-Study Addendum lists nine (9) CAAHEP Standards outlined in green.  Each Standard requires specific documentation to be submitted which is identified in italic font below each of the green Standard sections.  The blue box directly below the required documentation in italic outlines where the documentation should be placed and the type of acceptable file format(s).  

Begin by compiling the specific documentation required for the first item in the green Standard section which is Standard III.B. – Resources Personnel.  Once the documentation is ready, place it in the Addendum sub-folder and name the document using the hyperlink title listed in the orange box.  Create a hyperlink to the documentation by highlighting the words in the orange box (e.g., 01 Personnel), right click, select ‘hyperlink’, and locate the specific file in the Addendum sub-folder (see pictures on the next page).   
 

[bookmark: _GoBack][image: ]Hyperlink in the Self-Study Addendum template and documentation in the Addendum sub-folder title


[image: ]
		
6. Continue to the second green Standard section (i.e., Standard III.B.1.a.1 thru 7) which requires three (3) specific items of documentation.  Complete the same steps in creating the hyperlink to each of the specific documentation files.  Then continue to the remaining green Standard sections and do the same until all nine (9) green Standard sections have been completed.  
Please Note:  Each hyperlink is only able to be created for one document.  Therefore, if there are multiple documents provided for the response, then the documentation must be included as a single PDF file.  See the instructions for creating a single PDF document on the cover page of these instructions if needed.


7. Once all the Standard sections have been completed, the Addendum sub-folder should look like the following picture.

[image: ]






8. Return to the Self-Study Addendum and verify each hyperlink works for each of the required items of documentation in the Addendum sub-folder. Please contact Lisa Collard (lisa@coaemsp.org or 214-703-8445 ext. 118) at the CoAEMSP with any questions regarding linking.   

9. Once all the links open properly, the self-study is ready to be submitted.  Zip (compress) the entire main folder.  Upload the zipped (compressed) folder to the sponsor’s fileshare account no later than the due date which was provided in the CoAEMSP Self-Study Addendum email.  
Please Note:  Zipped files may look a little different depending on the version being used to zip (compress) the files. 

[image: ]
To zip (compress): right click on the main folder and select ‘Send to’, then select ‘Compressed (zipped) folder’.  This will result in another folder with the same name as the main folder but with either a zipper or a ‘Z’ icon on the folder.  This is the file that should be uploaded. 



10. CONGRATULATIONS!! Once the file has been uploaded, send an email to submissions@coaemsp.org to notify the CoAEMSP the Self-Study Addendum has been submitted.  
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Directions for Creating a Single PDF Document 


There are several methods to create a single, complete PDF document. This document provides two options. While these 
instructions are provided to help with this process, they are informational only, and the CoAEMSP cannot provide IT support.  
Please contact your internal IT department if you need further assistance. 
 
OPTION 1 – Using Adobe Acrobat PDF  
(This is the best way to create a single PDF file) 
 
Note: These instructions are for using Adobe Acrobat Pro Version XI®, not the basic Adobe Reader.  While some of the 
instructions may be similar for other/older versions, you may need to refer to instructions for the particular version of Acrobat® 
that you are using.  
 
If you do NOT have Adobe Acrobat Pro or a similar product (i.e., you only have access to a PDF reader) then you will need to 
use Option 2 to create your single PDF file. 
 
 
 
1. 1.  To begin, gather the documentation you wish to include in your report as requested by CoAEMSP.  Include only the 


requested evidence that supports the first Standard Citation (e.g., Standard Citation 01). 
2.  
3. 2. All requested evidence documentation must be in a PDF format.  In order to convert each document from another file 


format (i.e., Microsoft Word®, Excel®, PowerPoint®, or graphics), please follow the instructions below.   
4.  


3.  Repeat the process for each document until all documents have been converted to a PDF format.   
1. (see instructions and illustrations below) 
1.  


Converting your Requested Evidence Document into a PDF file: 
2. Open the document > select File > Save As > Locate the ‘Save as type’ near the bottom of the window and use the dropdown 


to select PDF > Save.  The file name can remain the same at this point.  Once Save is selected, then two documents with 
the same name will appear - one in the original file format (i.e., Microsoft Word®, Excel®, PowerPoint®, or graphics) and 
the other as a PDF.   


3.  
2.  
 


 


 


 


 


5.  
6. 4. Once all of the requested evidence documentation has been converted to PDF documents, you are ready to combine 


them into a single PDF document.  Please be sure the scanned documentation is positioned so that they do not need to be 
rotated to view and the ability to rename the documents is not restricted.   


1.  
2. Open the PDF version of the requested evidence document that supports the first Standard Citation   
3. * Select View  
4. * Select Tools  
5. * Select Pages (a separate window for the Pages toolbar will appear on the right)  
6. * Under the section titled ‘Insert Pages’, Select Insert from File (locate the second requested evidence document that 


supports the first citation)  







 


 


7. * Select Open and choose the page (see illustration below) where that particular document should be inserted (i.e., the 
second document should be inserted after the last page of the first document, the third document should be inserted 
immediately after the last page of the second document, and so on until all of the documents for Standard Citation 01 
have been combined into a single PDF.)   


8.  
9. *Select OK 
10.  
11.   
12.  
 
13.  
14.  
15.  
16.  
17.  
18.  
19.  


5. Repeat the process in #4 above for each Standard Citation beginning with the requested evidence document that 
supports the next Standard Citation(s) (e.g., Standard Citation 02, Standard Citation 03, etc.).  Once the requested evidence 
documentation has been saved as a single PDF, named correctly, placed in the Evidence sub-folder, and the preset 
automatic links have been checked, then continue with Step 10 of the Step By Step Instructions.   
 


20.  
 


 
 
 
OPTION 2 – Instructions for Scanning (if you only have a PDF reader and not the full software) 
 
21. 1. To begin, gather the documentation you wish to include in your report as requested by CoAEMSP and print it all out.  


Include only the requested evidence that supports the first Standard Citation (e.g., Standard Citation 01). 
22.  
23. 2. Place the printed response for the first Standard Citation in sequential order: (i.e., start with the first requested evidence 


document, followed by the second requested evidence document (if any), and so on until all of the documents for Standard 
Citation 01 have been placed in order. 


24.  
25. 3. Scan the entire requested evidence documentation for the first Standard Citation creating a single, complete PDF 


document.  Please be sure the scanned documentation is positioned so that they do not need to be rotated to view and 
the ability to rename the documents is not restricted.  The single, complete PDF document should be named correctly (e.g., 
Standard Citation 01), placed in the Evidence sub-folder, and the preset automatic link has been checked.   


26.  
27. 4.  If any page(s) need to be rotated, Open the PDF document    
28. * Select View  
29. * Select Rotate View  
30. * Select Print (a separate window will appear)  
31. * Use the dropdown to select Printer and choose any PDF writer, Select the All pages (or indicate the specific page   


number(s) to be rotated), Check the box Choose paper source by PDF page size, Select Print 
32. * A separate window will appear to select the location for the rotated document, Choose the location, Select Save  
33.    
34.  
 


 


 


 







 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


        5. Repeat the process in #1-4 above for each Standard Citation beginning with the requested evidence document that 


supports the next Standard Citation(s) (e.g., Standard Citation 02, Standard Citation 03, etc.).  Once the requested evidence 


documentation for each additional Standard Citation has been saved as a single PDF, named correctly, placed in the 


Evidence sub-folder, and the preset automatic links have been checked, then continue with Step 10 of the Step By Step 


Instructions. 


1.  
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