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Suggestions and tips for managing and uploading files for the AEP application
Many agencies have found that creating an AEP folder with additional folders for each question works
well for managing documents for the award. During the year it is easy to insert the documents into
each folder as they become available.

See example below:

Folders

Criterion 1 Criterion 2 Criterion 3

= [ 2010 AEP ~
# |3 2010 Application
+ [0 2011 AEP

Criterion 4

Criterion 7

Criterion 10

Criterion 13

Criterion 16

Criterion 5

Criterion &

Criterion 11

Criterion 14

Criterion 17

Criterion 6

Criterion 9

Criterion 12

Criterion 15

Criterion 15

LU UUl

Criterion 19 iorking Documents

ARRRARARURERE
ARRRURARURERE

Many agencies are working from different versions of Word and Excel and the applications were
submitted in a variety of ways. During the evaluation process this last year, it became evident that if
there was more consistency in the format of the documents submitted, the committee would be able to
evaluate the submittals in a more efficient manner.

Please utilize the guidelines below as you prepare your online submission:

e Please consider combining all the supporting documentation into one document either via PDF or
into a word or excel document. PDF is the preferred format.

(If you have professional Adobe Acrobat Software installed, a PDF can be created from any document.
Copiers with scanning capabilities can create documents into PDF format and there are several free
versions available for downloading.)

e |t is important that the documents submitted are clear and legible. (Copies of copies and dark
originals can become very difficult to read).
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o Please don’t submit more documents than are requested for each criterion. Minimize file size where
possible. (See instructions to minimize file size in Adobe Acrobat on the next page)

e See the best practice examples posted on the NP1 website. www.NPIconnection.com

¢ Do not use zip files unless the file size exceeds 11 MB. See instructions below on reducing file size.

Instructions for creating Adobe Acrobat file from Word and Excel.

If you have Adobe Acrobat Professional, you will be able to save any document to a PDF file. From the
document you wish to save to PDF click on File and then select Print. Click on the down arrow for
choices of printers. If you have Adobe Acrobat Professional, you will have the option of selecting the
Adobe PDF as highlighted below. Select Adobe PDF and Click OK.

Printer

Mame: 413 Adobe PDF |"\7 Properties

S ':'ia" r
= Find Printer...

Type: [ = ViSRYZiOce316s =

Where:! i 1 Print ta file

Comrmenkt: rf"i] Visrv2 PURCHPL [ Manual duples

Page range -

& al é Adobe FDF 1 s

O Current pa

)
() Pages: I: r_"la HP LaserJet 2100 Collate

Enter page nu| . \
separated by ( L
[ a HP LaserJet 2100 PCLG

Print what: [ Y
.3 HPLaserlet 5000 Series PCLA :I
} -:;é & v
Print: [
Y
£ Microsoft Office Document Image Wriker aling w
Qﬁ v
o J[ o= ]

Select the correct file to save the new PDF document in then Click Open
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Sawve PDF File As

D

My Recent
Documents

N

Desktop

&

ty Documents

a

by Computer

by Metwark.
Flaces

@

Save in: | [ Criterion 9

~| e Eck E-

P

D9
File: name: | Inztructions to the Purchasing Intranet zite. pdf ﬂ Open |

Sawve as type:

| POF files (%, PDF) |

Cancel

When ready Click Save.

Save PDFE File As

Save in: | ) 9a

)X

~| & @k E-

_.2_ Z 9a Instructions P-Card Intranet site.pdf

iy Recent
Documents

=)

Dezktop

\$

ty Documents

1

by Computer

Py Wetwork
Places

@

File: harne:

Save ag fype:

| to the Costa Mesza Purchasing Intranet site. pdf ﬂ

|PDF files * PDF) |

Canhicel

The following box will open up and when the conversion is complete the new Adobe document will
open to your screen.
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Creating Adobe PDF

EEX)

Docurment Marnme ; |h-1iu:r-::su::ft YWiord - Ja Instruchions ta the Costa Mesej

PDF Progress

Creating... 9alnstructions to the Purchasing Intranet =...pdf

FOF Mame : 9a Instructions to the Purchazing Intranet zite. pdf

FOF Falder: F:AFINAHCEWPURCHASING WAEP Applicationsh2010
AEPY2010 Application\Criterion 343"

Sending Page : 1

Instructions for combining files in Adobe Acrobat. (This will work if you have Adobe Acrobat
Professional. Another option, if you have access to a copier with scanning capabilities is to scan the
documents into one document.) **Please note it is easier to convert all the files to Adobe before

combining them to one document.

It is helpful to have all the documents you wish to combine converted to Adobe and saved to the same
folder. Open the first document that you would like to combine with one or more documents. Select

Document and Insert Pages from the drop down menu.

B2 Adobe Acrobat Professional - [9a Instructions to the Purchasing Intranet site. pdf]

-‘J"_, File Edit ‘iew Nelaelgn Comments Tools Adwvanced Window Help

B Py, : !_;i’ Aktach a File. ..
\H:' | I.. Select "E Add Headers & Footers...
— Add Watermark & Background. ..

£ Digital Signatures
|‘E| Security

Recognize Text Using OCR
Compare Docurments, .,

Set Page Transikions...

eate POF - | AE'_"_’j Commernt & hlarky

next |E @ -[[]] ] F

\ Text Edits = 20 Stamp Tool » ©

Insert Pages. .. Shift+CErl+1

Exkract Pages...

Replace Pages. ..

| Pages\li Signatures \| Bookmarks

Delete Pages... Shift+Cer+-D
'ﬁ Crop Pages... Shift+CErl+T
Rotate Pages. .. Shift+CErH-R

The City of Costa Mes
City applications. Pul
specifically related to
staff on how to utilize

This will open a box for you to select the file you wish to insert into the original document.
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Select File To Insert

Loak in: | £ Working D ocurnents V| o ? » '

Z 93 Instruckions ta the Purchasing Intranet sike.pdf

\ 'ﬁ 95, Procurement Card Policies 8 Procedures Manual (For Cardholder), pdf
ty Becent Z 10 Annual Contracks through 06-30-09, pdf
Documents Z 10 Annual Expenditures. pdf

— 10 POs 08-09 detail, pdf
|_ Z Instructions 89 Posting, pdf
Desktop Z Mew How To Do Business 12-01-09,pdf

i Filz name: |9a. Procurement Card Policies & Procedures M % | I Select l
Py Metwork | Files of upe: | 4dabe POF Files [.pdf] v | cancel |
Settings. ..

Highlight the document and Click Select. You will be asked where you want to insert this document,
see the dialog box below:

Insert File: 9a. Procurement Card Policies Procedures Manual

Laeation: v
Page
() First
O Last

(&) page: 1 of 4

[ oK ] [ Cancel ]

If you click on the down arrow after location, you will have a choice of before or after

Location: | After b
Page
Before
Aok

In this case | want this document attached at the end of the first document, so | will select the location:
After and the Page is Last. Then Click OK.
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Insert File:  9a. Procurement Card Policies Procedures Manual

Lacation: |.ﬁ.Fter v|
Page

(I First

©iast

Opages |1 of4

I Ok ] [ Cancel ]

Once the PDF files have been combined, it is recommended that you save this document. It is
recommended that you change the name so you know this is the PDF with the combined files. Select
File Save As, select the correct Location where you want the combined document stored and change
the name so that you will know this is the newly created file as shown below. Then Click Save.

Save As @
Save jm |l'f}9a V| Q T M-

-
i

9a Instructions P-Card Intranet site.pdf

&

My Fecent
Documents

i

Desklop

3

@

My Documents

ter

& i

File: name: |Sa Criterion Submission [P-Card]. pdf v | I Save ]

MyNetwork | Save sslype: | Adobe FOF Files (*pdf] v| [ cancel |

Instructions to minimize file size in Adobe Acrobat.

Click on File and then Reduce File Size
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#8 Adobe Acrobat Professional - [Criterion 1 - How to do b
Z GIEN Edit View Document Comments Tools  Advanced  Windo

® Open. .. O lope
= I Create POE r
‘_\ E] Qrganizer 4
el Email. .. FA ]
A Close Chrl+ o
=
z| =
o)
= Save fs,., Shift+Ctr+5
=
§ Save as Certified Document. ..
W
g | Reduce File Size. ..
E
4 Send for Review, .. 4
,Ug; ﬂ end for Review
»
a Form Data
W)
:Qf'l Document Properties. .. Chrl+D
o
— Print Setup... Shift+CkrH+P
[ BINIE. ChrH-P
fg Print with Comments Surmmary. .. Chrl+T
PrintMe Internet Printing. .. Shift+Ckrl+2
A Hiskory 4
LF:.. \Crikerion 1 - How to do business,pdf
- '
£ Exit: Chrl+0
2 I T

Then click ok.
Reduce File Size

Acrobat Yersion Compatibility:

Make compatible with: | Acrobat 7.0 and laker V|

Setting compatibility to later versions of Acrobat will
allove greater reduction in File size,

O, ] [ Cancel

Save the file to the same name.
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Save in: |l.f} Criterian 1 v| € ¥ = M-

=L Criterion 1 - How to do business, pdf

&

ty Recent
D ocuments

Dezktop

&

My Documents

ky Computer
.% File name: EritEeri-:nr'|1 - Haow ta do buginess. pdf 1"«f| Save
MyMNetwork = Savesstpe: | Adobe PDF Files [ pe) v | Ccancel |

You will get the following box with the file name, click yes and the file will be saved at the smaller file
size.

FAFINARMCEVPLURCHASIMNG AEP ApplicationstZ010 AEPI2010 Application) Criterion 14 Criterion 1 - How ko do business, pdf

L The file already exists.
Replace existing File?

Instructions for uploading larger files is listed below (only for files that exceed 11 MB):

0 Zip File — multiple files (i.e. PDF’s, Word Documents, Excel Spreadsheets, etc.)
compressed into one file folder. This conveniently reduces the size and allows you to
work with one document instead of several. This will help to make sure the files you
upload are not above the 11 MB (11264kb) limit.

o To create a zip file, locate the files in question on your computer. If all the files are not
already grouped together, move them into one area on your computer, i.e. the desktop
or some folder.

o Click on a file to highlight it and use CTRL + Click to highlight additional files.

o0 When all of the applicable files are highlighted, right click on one of them and select:
Send to a Compressed (Zipped) folder.

0 The name of the zip file will typically be the name of the first file highlighted. You can rename the zip file
if you would like. You can now upload this one zip file for your application instead of the multiple files
you started with. This process will also minimize size for single files.
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