Step By Step Instructions
Request for Approval of a Satellite Location

The Request for Approval of a Satellite Location is an Excel document (software version 2016).  All of the documents will require the file format to be an Adobe Acrobat Document (PDF), must be name exactly as specified, and require accurate hyperlinking.  

Cloud-based services (i.e., SharePoint, Google Docs, etc.) must not be used when completing the self-study template.  This type of software tends to remove the built-in formulas from Excel.

Please be sure if documents are scanned, they are positioned so it does not need rotating to view and the ability to rename the folder and/or documents are not restricted. 

Please use the steps on the following pages as a guide in completing the program’s Request for Approval of a Satellite Location.  




Highlight/Select the PDF icon below and then double-click to access the Directions for Creating a Single PDF Document.








***Remember to save your work once you completed the Excel template***

For questions or help composing the Request for Approval of a Satellite Location, please contact Lisa Collard (lisa@coaemsp.org or ext. 118)




1. Create a main folder on your desktop titled with the Program #, name of the template, and Submission Date [yyyy.mm.dd] (e.g., 600XXX Request for Approval of a Satellite Location 20XX.12.01).  

2. Create one sub-folder for the requested documentation titled Documentation.  

3. Rename the Request for Approval of a Satellite Location Excel template the same as the main folder Program #, name of the template, and Submission [yyyy.mm.dd] (e.g., 600XXX Request for Approval of a Satellite Location 20XX.12.01) and place it inside the main folder.  .  

The main folder should look like the example below after completing Steps 1-3 above.
 
[image: ]Single sub-folder
Main folder
Renamed Excel Template




4. Open the Request for Approval of a Satellite Location Excel template and complete the light orange highlighted cells in the Main Program section of the Excel template (rows 25-36).
[image: ]Orange highlighted cells in rows 25-36 of the Excel template







5. Scroll down to the Satellite Location Information section and answer each of the questions in order beginning with question 1. 
 [image: ]Question 1 






6. Once all questions have been answered, gather the specified documentation.  The dark orange section identifies the specific name and format required to be used when including the files in the Documentation sub-folder.  The Personnel Verification is the first document required to be placed in the Documentation sub-folder.  This document can only be obtained by contacting Lynn Caruthers at the CoAEMSP.  

The document MUST be titled with the 'EXACT document name' (i.e., 01 Personnel) and the type of file format MUST be an Adobe Portable Document (PDF) as directed in the dark orange section (rows 83-85).  


[image: ]Documentation sub-folder with the Personnel Verification (i.e., 01 Personnel).  









7. Place the cursor over the 01 Personnel link within the Request for Approval of a Satellite Location Excel template, right click and select edit hyperlink, locate and select the 01 Personnel evidence within your Documentation sub-folder.  This will need to be done for all links in the template.  If you are having trouble editing the link or have any questions, then contact Lisa Collard (lisa@coaemsp.org or ext. 118) at the CoAEMSP.  Please Note:  If the documentation is not correctly compiled, or the document is not named exactly as directed and in a PDF format, the Request will be returned.     


[image: ]



  
8. For the remaining satellite documents, scroll down to the next orange section and double-check that each required document has been named correctly, the type of file format is an Adobe Portable Document (PDF), placed in the Documentation sub-folder, and link that file to the template.  If there are any items that contain more than one page for the evidence, then scan all documents together and create a single PDF document and name it correctly and place it in the Documentation sub-folder.  Please Note:  Directions for Creating a Single PDF Document can be accessed on page 1 of these instructions by double-clicking on the PDF icon in green. 

 
The Documentation sub-folder should look like the example on the next page if the program is required to provide every document.  However, there may be items that are not required based on how the program has answered the questions.  Therefore, the Documentation sub-folder may be slightly different.     

[image: ]


9. Please review the Request for Approval of an Satellite Location to ensure it is complete, as well as, the required documentation to verify the information provided is accurate and has been named and formatted correctly.  Please also review the information with the Dean and any other required personnel prior to submission.

10.  Once the requested all requested documents have been included in the Documentation sub-folder, zip (compress) the entire main folder, and send it electronically (email it) to lynn@coaemsp.org. Please Note:  Zipped files may look a little different depending on the software version being used. 

 [image: ]

11. CONGRATULATIONS!! You will receive confirmation of receipt, as well as, further instruction (if any) from Lynn Caruthers at the CoAEMSP.  

image1.emf
Directions for  Creating a Single PDF Document 2019.pdf


Directions for Creating a Single PDF Document 2019.pdf


 


 


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.  


 






image2.tmp
| rome e view

b » 600K Request Approve of s Saele Locaton 20KX.12.01 .
vorlh Neme - Date modified Type

Des i Documentation /5720201048 AM _ Fileolder
Dov [B Request for Approvel of s Setele Locaton 20KX12.01 /5720201047 AV Microsoft





image3.tmp
Main Program Informa
CoAEMSP Program Number: [ |the 6000xnumber assigned by GoAEMSP)

Sponsoring Institution/Consortium Name: |

Main Program Adress:

city: [ State: Zip:

Program Director: | |

Medical Director: | |





image4.tmp
Satellite Location Informat

1) Satellite Name: |

Satellite Program Adress:

city: [ State:

2) Is the satellite located in the same state as the main campus? <===Select from drop down list

3) What s the distance (in miles) from the main campus to the satellite location?

4) What s the length of the satellite program (in months)
[including didactic, lab, clinical, and capstone field internship]

5) How many cohorts are enrolled at this location per year: <===Select from drop down list

6) What is the maximum student enrollment per satellite cohort?





image5.tmp
BIm= Documentation - o

@ = 1 Il » 60D Request Approvalof aSatelte Location 2020... » Documentation V¢ | seorcho
A Foverly Nome . Datemodiied  Type Size

WD [ 01 Personnel 8/13/20199:37AM __ Adobe Acrobat D. 155 k8]

8 Dov

[

& Rec




image6.tmp
Exact Document Name:

Automatic Link 01 Personnel

Type of File:  Adobe Portable Document (.pdf)





image7.tmp
Wome Share  View

@© = = 1 i » 600K Request Approval of aSatelite Location 2020.
e ~ Name - Date modified

mos 150 esonnd /1372019937 AM

800y 1502 tate OEMS Approval /1372019937 AM

[0 %5 03 Pltiorm Used /1372019937 AM

lRec 504 FaciltesFloorplan /1372019937 AM

3l %505 Equipment Lis /1372019937 AM

5 06 Proposed Schecile /1372019937 AM

5 07 Afiaton Agreement 01 /1372019937 AM

5 07 Afiation Agreement 02 /1372019937 AM

5 07 Afiation Agreement 03 /1372019937 AM

5 07 Afiation Agreement 04 /1372019937 AM

5 07 Afiaton Agreement 05 /1372019937 AM

5 07 Afiaton Agreement 06 /1372019937 AM

5 07 Afiation Agreement 07 /1372019937 AM

5 07 Afiaton Agreement 08 /1372019937 AM

5 07 Afiaton Agreement 03 /1372019937 AM

5 07 Afiaton Agreement 10 /1372019937 AM

» Documentation

Type
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D.

3

Size

155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8
155K8

)





image8.tmp
Request Ap...




