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On-line Application

NPI developed a web-based program to 
submit your application electronically. 

Demographic information captured
Upload required documents
Ability to input data year round 
Payment on-line

Preferred submission method for 2010
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Registration/Log-In

Register with 
email address 
and password 

Log-in
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Application Information
Enter Organization  
Notification Information and 
identify trophy inscription 
information 

Purchasing Official 
Information

Click 
Continue 4



Criteria

Start with any of 
the criterion in any 
order

Criterion value and 
running total

Legend 
identifies 
status of 
each criterion

Select 
multiple files 
from system 
to upload

Click 
Upload File
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Criteria

Select Yes or 
No for each 
criterion
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Criteria

Uploaded files will 
be listed here

Click 
Continue & 
Save after 
completing 
each criterion

Instructions for 
uploading large 
files can be found 
on the AEP 
Instructions Tab

7



Criteria

Easily maneuver  
to any criterion

Easy to edit and 
make changes 
before submittal
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Criteria

Can easily see  
criterion submitted 
and total points 
requested
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Criteria

Click NO to all 
remaining criterion

This is the perfect time 
to proof all submittal 
documents against 
criterion requirements.

The application is 
complete when all has 
been proofed and you 
Click Continue & Save 
on the last active 
criterion
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Trophy Recognition

Recognition only

Select the 
conferences 
where your 
agency would 
like to be 
recognized .  You 
can also have the 
trophy mailed 
directly to you.
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Payment Information

Enter 
Payment 
Information

Click
Submit  

Be sure you are 
ready to submit 
before doing so 
as you will not be 
able to edit at that 
point 12



Confirmation

Application will be 
processed and 
confirmed
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Evaluation

Evaluation Team will be able to see all 
documents, score each criterion and make 
comments

Each criterion will 
be scored by 2 
committee 
members

Discrepancies in 
scores will be 
reviewed by a 
separate team for a 
final determination
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