Formatting your PPHR Application for Submission

Project Public Health Ready (PPH&juires applicants to submit their application in a standardized
format. Applicantsmusthyperlink the completed criteriahecklist toPDF documents that are
bookmarked byevidence element. This process requires Addbmbat Adobe Reader or free PDF
converters do not have sufficient abilitiésr this process.

This document explains how to convert your emergency operations plan and other supporting
documents to PDd; create bookmarks within PDFand hyperlink to a PDF from a PD#s not possible
to hyperlink froma PDRo a specific paga anotherPDEF-therefore,you must bookmark each PDF by
the corresponding evidence elemextb allow national reviewers to locatde required information
easily.

It is difficult to edit documents once they have been converted to PDF, thereforetaps explained in
this documentshould be the last steps in the application process and should be perfofREERhe
revision of theplans following the irstate technical review. Furthermore, bookmarks created in Word
do not maintain their formatting when converted to PDFs. Allow sufficient time to convert your
documents to PDFand create the necessary bookmarks and hyperlinks.protesscould take several
hours

Lastly, ensure that all plans acerrectlytitled 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 ieép kall documents together amsingle
USEdrive and always work from th&iSB driveMakebackup copies by copying the entire contents of

the USB drive to another USB drive
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How to bookmak and hyperlinkPDFEdor your PPHR application

Step 1:First, converall ofyour plangbut not yet yourcriteria checklis) into PDFsThis step can be
accomplished through several methods, one possible method is explained below.

One nethodfor conwertingdocuments into PDEs
1) Save all changes to your Word documents and close the documents.
2) Open Adobé\crobat
3) Click on Create a PDF
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¥ Anyone can vew POF fies n Acrosat or i the free
‘Adobe Reader softvare.

¥ PDF fies ook the sama on dFferent compuzers.

¥ You can protect Adobe PDF fies to help prevent
s from changng your documents.
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5) Find the fileand create thePDF.
6) Save the PDF.
7) Repeat these steps for alecessaryplans and supporting documents
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Step 2 Complete your PPHR criteria checklistfilling in thecomplete andprecisetitle of the document
and the page numbeior range of page numberghere the information igound, andsave your work
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ALLEvidence Elements (items under Measures andior Sub-Measures) must be addressed

Every page in the application must have a page number.

To allow to spporting the exact page number where evidence for sach Evidence Element is located must be
included in the “Page Number's’ column on this checklist. If appears in

Ifthe LHD is not the lsad agency fora particular Evidence Element and/or Sub-Mk evidence must be addresses how the LHD
works with the lead agency 10 support and/or ensure that the Evidence Element and/or Sub-Measure is adequately addressed Specific items that
d in this description can be found in the Guidanca on Msasure Elements section ai the snd of this document (Appkcation Guidance

Py
5. If. atthe time of the PPHR & particular Evidence El andior Sub-Mk i not met because plans in that area ars not
fully developed (¢ g only minimal processes have been established for adeq P evidence must address how the LHD
plans to address that Evidence Element and/or Sub4easure Specific items that must be addressed in this descaption can be found in the Guidance
2n Msasure Elements section 3t the end of this document (Apphcation Gusdance £2)
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Ensue that you areenteringthe PDHFile page number, not necessarily the page number on the page.
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Step 3 Bookmarkeachevidence element itits respectivePDF.

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

2) Scroll to the page wdre evidence for that element begins arlitk on the PDBEocument where
the evidence begins

3) Click on the bookmark icon on the leftthe PDF.
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4) Click on the icon indicating nevobkmark.

O‘\ New bookmark

Enter title here
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