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Formatting your PPHR Application for Submission 
 
Project Public Health Ready (PPHR) requires applicants to submit their application in a standardized 
format. Applicants must hyperlink the completed criteria checklist to PDF documents that are 
bookmarked by evidence element. This process requires Adobe Acrobat. Adobe Reader or free PDF 
converters do not have sufficient abilities for this process.  
 
This document explains how to convert your emergency operations plan and other supporting 
documents to PDFs, create bookmarks within PDFs, and hyperlink to a PDF from a PDF. It is not possible 
to hyperlink from a PDF to a specific page in another PDF; therefore, you must bookmark each PDF by 
the corresponding evidence elements to allow national reviewers to locate the required information 
easily.  
 
It is difficult to edit documents once they have been converted to PDF, therefore, the steps explained in 
this document should be the last steps in the application process and should be performed AFTER the 
revision of the plans following the in-state technical review. Furthermore, bookmarks created in Word 
do not maintain their formatting when converted to PDFs. Allow sufficient time to convert your 
documents to PDFs and create the necessary bookmarks and hyperlinks. This process could take several 
hours.  
 
Lastly, ensure that all plans are correctly titled and located in the correct folder before beginning this 
process. If you change the title of a plan or change its location after creating a hyperlink to that plan, the 
link will break. One of the simplest ways to avoid bad links is to keep all documents together on a single 
USB drive and always work from that USB drive. Make back-up copies by copying the entire contents of 
the USB drive to another USB drive. 
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How to bookmark and hyperlink PDFs for your PPHR application 

 
Step 1: First, convert all of your plans (but not yet your criteria checklist) into PDFs. This step can be 
accomplished through several methods, one possible method is explained below.   
 
One method for converting documents into PDFs:   

1) Save all changes to your Word documents and close the documents.  
2) Open Adobe Acrobat. 
3) Click on Create a PDF. 

 

 

4) Click on Create PDF from a File.  

 

5) Find the file and create the PDF.  

6) Save the PDF. 

7) Repeat these steps for all necessary plans and supporting documents.  
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Step 2: Complete your PPHR criteria checklist by filling in the complete and precise title of the document 

and the page number, or range of page numbers, where the information is found, and save your work. 

 

Ensure that you are entering the PDF file page number, not necessarily the page number on the page. 

 

Use this page # 

Not necessarily 

this page # 
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Step 3: Bookmark each evidence element in its respective PDF.  

1) Open the PDF that contains the evidence for Goal 1, Measure 1, a1.  

2) Scroll to the page where evidence for that element begins and click on the PDF document where 

the evidence begins. 

3) Click on the bookmark icon on the left of the PDF. 

 

4) Click on the icon indicating new bookmark. 

  

New bookmark 

Enter title here 


