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Overview of PDF Bookmarks

FAQ’s:

-PDF Bookmarks: Bookmarks are used in Adobe Acrobat to link a particular page or
section of a PDF file. They allow you to quickly jump to that portion of the document by
clicking on the linked phrase.

-Adobe Reader does NOT create Bookmarks! Reader will only view PDF files. You can
NOT edit or create a PDF using Reader.

- Adobe Acrobat Pro, Acrobat DC, Nuance Pro, & Nitro Pro are available for download
on the web or purchase at the store. Always check the system requirements and your
computer before downloading and installing software to make sure that it is compatible
with your system.

-There is variance in the fee structure due to the difference in the versions of the
software and options to purchase to use it monthly or purchase the entire program. The
cost is anywhere from $9.99/month to $499 forthe installed version of the program.

-Be sure to check our Learning Communities.for templates and guidelines on the self-
study and activity files.

-If you are creating a PDF file from a SCANNED document, it will be an OCR Text
document, instructions for that are net provided.

-Renaming a Bookmark: Click on the Bookmark on the left menu to highlight the words
and type in the new name.

-Double check the content to make sure everything is included before submitting your
documents to us!

-For directions on how to create Bookmarks with Acrobat DC, please view these links:

https://acrobatusers.com/tutorials/how-to-create-and-add-bookmarks-using-acrobat-dc

https://www.youtube.com/watch?v=L9cOsG3WRRQO

Note: These directions contain examples from Adobe Acrobat Pro 2017, your software
may look different!
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https://acrobatusers.com/tutorials/how-to-create-and-add-bookmarks-using-acrobat-dc
https://www.youtube.com/watch?v=L9cOsG3WRRQ

Overview of Navigation Icons

On the left side of Shot 4 above, you will see a series of icons, these are the navigation
icons for your document.

The “Page” icon will show you thumbnails of each page of your document.

The “Scroll” icon will show you all of the boekmarks inyyour document.

@ Bookmarks X

@ = TR B
[A Provider Self-Study ~

[1 Provider Organizational
Overview (00)

v H Structural Capacity
ﬂ 001. Demographics

[ 0o2. Lines of
Authority and
Administrative

The “Paper Clip” icon will show you all of the attachments and will allow you to attach
documents.

= Y2 = YL (L7
@ Attachments X
N & @ 11 &

~
@ Name
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How to Create a Bookmarked Self-Study File

Step 1. Self-Study Word Template.

Write your self-study file in Word. Save your document in Word, move on to the next
step when you have finished editing all text and checked spelling, grammar, etc. You
cannot edit the text once you have imported the document into Adobe.

Step 2: Open your Word version in Adobe Acrobat Pro 2017.

Open Adobe Acrobat Pro 2017. On the right are your tool options. You will need to click
on “Create PDF” (top right) to start a document. Click on either the icon or Open from
the carrot drop down options.

Shot 1:

Home Tools (@ Monica -

Create & Edit

Forms & Signatures
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Step 3: After you select “Create PDF,” it will have you select which format of document
that you will be using. Select “Single File.” Click on the page icon, find your self-study
file, open it, and then the “Create” button.

Shot 2:

Home

Tools

E Create PDF -

Shot 3:

File Edit View Window Help

I 0
Organize = Mow folder

* OneDrive - American Nurses Asso... * Requested Often

GPM

150-2014

150-2015

kathy

Meeting Video
Microsoft Teams Chat Files
Microsoft Teams Data
Mew Version
MNotebooks

P card recaipts
Pictures

Filot Docs

Requested Often

File name: |2015 Criteria Provider Self-Study Template Revised 0901201 ~ |

Create a PDF from any format

Single File
Multiple Files
Scanner
Web Page
Clipboard

Blank Page

N Namd®

@ 2015 CriteliaApprover Sell-Study Template 060...
@ ider Self-Study Template Revis..
@ Decision Matrix Accred Approver.does
&
=
L3

4 2015 Criter

4 Demagraphic Information Change Forms Instr...
i MARS_TahDelimited_IAA_Template - NEW APFLL.
i NARS_TabDelimited_Template PROVIDER - NE...

vo€

2

Select 8 File
Choose from docx, dax, bet, etc.

Check mare formats

T T

Blank Page

v O SeanetiBEr]c<ted Often

ity

non

All Supperted Formats (*.dwg:* ~

Cancel

C

o @

rom ar

)

File

Choose from .docx, xlsx, .txt, etc

heck more formats
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Adobe will take you back to the home page but a black bar will appear at the bottom
and show you that it is processing the file.

Shot 4:

Starting the application which created the selected document. Please wait...

Step 4: When Adobe is finished, your bookmarked self-study will display.

File Edit View Window Help

Home Tools 2015 Criteria Provid.., ¥

B REQ ® o

@ Bookmarks X
N E [6 B
@ [ Provider Self-Study <

m Provider Organizational
Qverview (0Q0)
~ [3 Structural Capacity

D 001. Demographics

[] ooz Lines of
Authority and
Administrative
Support

e D Educational Design

Process

[l 003. Data
Collection and

Reporting 4

[1] 004. Evidence-
004a and O04b has
been moved to the
Quality Qutcomes
section for

v m Provider Criterion 1:
Structural Capacity (5C)

[ sC1. The Lead Nurse
Planner's
commitment to
learner needs,
including how

D SC2. How the Lead
Nurse Planner
ensures that all Nurse
Planners of the
Provider Unit are

[ 5C3. How the Lead

Provider Self-Study

Progider Unit Name:
Léad Nursg Planner: Name:

Email:
Phone:

Secondary Contact Name:
Email:

Phone:

Web address:
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How to Create an Activity File

Step 1: Organize Your Activity Files

Organize your files and save them to where you can locate them all easily. They may be
saved in any format Word, Excel, PDF, etc.

Tip 1: Put them all into a Folder and label it “Activity File 1”
Tip 2: Make a list of all of the files that you will be combining for your Activity File.

Tip 3: Use our Activity File requirements list as a checklist to ensure you have
everything ready to create your file. You cannot edit the file text once you have imported
into Adobe.

Step 2: Open Adobe Acrobat Pro 2017.

You will need to click on “Combine Files” to start. €lick on either the icon or Open from
the carrot drop down options.

Shot 1:

Home Tools @ Monica

Q

Create & Edit

o
1]
L+ 2
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Step 3:
Add Files. To add documents:

1. Drag & drop them onto the screen.
2. Click on the blue “Add Files” button in the middle. This will take you to the
document library on your computer to choose which to open.

Shot 3:

~ O Name

2015 sample
AP Activity File
Archived
[+“]@" 2015 Criteria Provider Self-Study Template R...
[ 2015 Sample File with NARS Forms with mul... ¢
[“1" 2015 Sample File with NARS Forms.pdf
M= Centificate Sample.pdf
B How to Create a TOC.doce
@ PDF Bookmark Instructions 011917 docx
= PDF Bookmarking revised.pdf 1/19/2017 933 AM Adobe Acrobat Docu...

HG)
homes) (H:)

va-file0) 1) = _ » >

*2015 Criteria Provider Self-Study Template Revised DRAFT.doce” "2015 Sample File with NARS roims_w'rth mul!ipli! « Al Suppoﬂed Formats (*.pdfi*s ~

Open |' Cancel

Choose all the files that you wish to have in your final document. (Refer to your list.)

Shot 4:

Home Tools

@ Combine Files ~ |};J-:EuFles v 28 = | LF options

Certificate Sample.docx GENERAL Provider E....docx

Conflict of Int....doex evidence shide.docx Summative Eval.docx

As you add files to your document list, they will show here. You can go to your
document library as many times as you want BEFORE you Combine Files.

@ Monica -
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Shot 5:

T
Home Tools @ Monica -
E Combine Files ~ |}> Add Files.. = m = L3 options m e
[ Add Eies. Shift+Ctrl+
== [o—
SR = B g [B Add Folders
SR Add POF from Scanner
e @y add Webp
= e E*b Add from Clipboard
Certificate Sample.docx > f'é Add Email...
Conflict of Int....docx evidence shide Summative Eval docx

Step 4: Arrange Files in Final Order

You can re-arrange the order of the files by clicking on the file icon and dragging them
around the screen. The order that you place them, will be the FINAL order of how they
are in your document.

Shot 6:

E Combine Files ~ EZ') AddFiles... Remove @@ ‘= 4 Options

GENERAL Provider E....docx

Conflict of Int...docx < evidence slide.docx Summative Eval.docx

Certificate Sample.docx

Step 5: Combine Files to Finalize the Document

When your files are in order and ready, click Combine Files in the top right to finalize the
document and create the PDF with Bookmarks.

Shot 7:

Home Tools

a Combine Files * [ addrles. = [0 Remove 38 = | L Options

=< oo
i

GENERAL Provider E...doox Certificate Sample.docs
Conflict of Int__deex ovidence shide.docx Summative Eval.docx
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Adobe will begin creating your file, this process will take 3-5 minutes depending on the
size. You will see a green bar across the bottom, that says “Converting.”

Shot 8:

Home Tools

@ Monica
@ Combine Files * [y Acd Fles.. ~ 28 = | % options m %

J .
Certificate Sam...docx
Cantlict of....docx evidence s...docx

GENERAL Previ...doox

When Adobe is done, your completed PDF file will open with the created Bookmarks.
The bookmarks will be of the names of the files that you uploaded.

You will need to re-name your Bookmarks and create additional ones. Click on the

Bookmark on the left menu to highlight the words (bookmark link) and type in the new
name.

Be sure your bookmarks list matches the Activity File Requirements list by name
and order exactly.
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Shot 9: Final product with bookmarks

Prenes s B

BeBRQAQ PO /7 AMOE® s - R BEATD

ID Bookmarks b4
N & Tk
@

[& GENERAL Provider Educational Planning
Table 100115

[& Conflict of Interest Form J Smith
E—: evidence slide
E-: Certificate Sample

E-: Summative Eval

Shot 10: Merged Documents

@ Page Thumbnails

H B WTREOQ

Provider's Name
Educational Planning Table — Live/Enduring Material

Tithe of Activity:
Idantifed Gapls):
Gaatob activity Skills Fractice Other: Describe
Select all that aoply: [ Nursing Professional Development [ Patient Cutcome [ Oth
CONTENT TIME o TEACHING
{Topics) FRAME (if bve)
Prowide an outhoe of th o content List the Author List the bearner engagement

strategies to be used by Faculty,
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How to Create a New Bookmark

If you find that you would like to add in another bookmark that was not already created,

this is the process for that.

Step 1. On the left, Click on the “Scroll” Icon, which open the Bookmarks Navigation

pane.

Shot 1: Bookmarks Navigation Pane.

I-B Bookmarks X
H)E- wilkb B
@ |:| Provider Self-Study ~

[1 Provider Organizational
Overview (00)

v m Structural Capacity
ﬂ 001. Demographics

[] 0o2. Lines of
Authority and
Administrative

2015 Criteria Provid... *

ome Tools

Bookmark Ctri+B

{ew Bookmarks from Structure...
Expand Current Bookmark
Collapse Top-Level Bookmarks

+ Highlight Current Bookmark
Hide After Use

¥ Wrap Long Bookmarks

Text Size r

[l oo3. Data
Collection and
Reparting 4

[1 004, Evidence-
004a and 004b has
been moved to the
Quality Outcomes
section for

~ [ Provider Criterion 1:

Step 2: Find the text in the document that you wish to make a bookmark.

Provider Self-Study

Provider Unit Name:

Lead Nurse Planner: Name:
Email:
Phone:

Secondary Contact Name:
Email:

Phone:

Web address:
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Step 3: Using the Text Select Tool from the Acrobat toolbar, the arrow above and to the
right of the bookmarks toolbar (Circled in green above). Highlight/select the text with
your mouse that you wish to use for the bookmark label. The highlighted text currently
selected in the document is used as the Bookmark’s label. If no text has been
highlighted, type the text for the bookmark label, and press Enter. (Bookmark labels can
be up to 128 characters long.)

Shot 2: Use the Selection Text Tool to highlight text to create the next bookmark.
Select New Bookmark from the drop down of options. Repeat until all Bookmarks are
created.

the Provider Unit
resulted in the
development or
004, Evidence = =
[ QO3. How, over the Unit processes are revised based on aggregate data which may include but is not limited
past 12 months, the to individual educational activity evaluation results, stakeholder feedback (stafl,
Provider Unit has
enhanced nursing

Desceribe and, using ONE example, demonstrate the following:

carner needs, including how Provider

]

volunteers), and learner/customer feedback.

professional PROCESS DESCRIPTION:
N Glossary SPECIFIC EXAMPLE:
m Untitled
[l Commitment. The Lead . -
Provider Self-Study Template, Révisian 3, 03.01.2019 Page 5 of 10

Nurse Dlasaea

fnonstrates

{ Describe and, using
ONE example,
demonstrate the
following:

Shot 3: All of my Bookmarks, including,the fiewly created ones.

[l 004. Evidence . - . L . ) o -
Thegapacity of a Provider Unit is demonstrated by commitment to, identification of, and

[l Qo2 Howthe respoitsifieness to learner needs: continual engagement in improving outcomes: accountability: and
evaluation process for leaderslnp, Mpplicants will write narrative statements that address each of the criteria under
the Provider Unit Commitment, Accountability. and Leadership to illustrate how structural capacity is operationalized.
resulted in the 4

development or
D 004. Evidence operationalized within the Provider Unit.
[l Q03. How, over the —

past 12 months, the
Frovider Unit has

Each narrative must include a specific example that illustrates how the criterion is

ring that RNs™ learning
; mclude but 15 not

edback (staff,

mitment. The Lead Nurse Planner demonstrates commitment to
needs are met by evaluating Provider Unit processes i response to data that 1

enhanced nursing
limited to aggregate individual educational activity evaluation results, stakeholde

professional

volunteers), and leamer/customer feedback.

LY Commitment. The Le
Nurse Planner
demonstrates

Describe and, using ONE example, demonstrate the following:

SC1. The Lead Nurse Planner’s commitment to learner needs, including how Provider

Describe and, using
ONE example,
demonstrate the
following

[l based on aggregate

data which may include

but
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Nesting Bookmarks

You can nest/indent a list of bookmarks to show a relationship between topics. Nesting
creates a parent/child relationship. You can expand and collapse this hierarchical list as
desired. (Thisis NOT required)

Remember: The nested pages must be bookmarks first to do this!
Shot 1: Here is what the final product will look like.

v [ Provider Criterion 1: Structural Capacity
(sC)

[d SC1. The Lead Nurse Planner's
commitment to learner needs,
including how Provider Unit processes
are revised based on aggregate data
which may include but is not limited to

[l sc2. How the Lead Nurse Planner
ensures that all Nurse Planners of the
Provider Unit are appropriately
oriented and trained to implement and
adhere to the ANCC accreditation

[d sC3. How the Lead Nurse Planner
provides direction and guidance to
individuals involved in planning,
implementing, and evaluating CNE
activities in compliance with ANCC

When you are finished, you sheuld be able to jump from page to page throughout the
document still with the documentiin order. Follow the steps below to nest one or more
bookmarks under another bookmark.

Step 1: First, | made all of my Bookmarks.

Step 2: Select/highlight the bookmark or range of bookmarks you want to nest (click the
first bookmark, hold down the shift key or Ctrl key and click the last bookmarks in the
series). Below, | have highlighted all of the bookmarks that | will be moving to be sub-
headed under “Provider Criteria: Structural Capacity.”
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Shot 2:

H Provider Criterion 1: Structural Capacity
(SO

[] sC1. The Lead Nurse Planner's
commitment to learner needs, including
how Provider Unit processes are revised
based on aggregate data which may
include but is not limited to individual

[] sC2. How the Lead Nurse Planner
ensures that all Nurse Planners of the
Provider Unit are appropriately oriented
and trained to implement and adhere to
the ANCC accreditation criteria.

[] SC3. How the Lead Nurse Planner
provides direction and guidance to
individuals involved in planning,
implementing, and evaluating CNE

activities in compliance with ANCC
m - _— - . - = . -

Step 3: Drag the highlighted bookmarks underneath what will become the parent
bookmark or chapter heading. A line with a'black triangle on the left will appear that
shows where the bookmarks are being moved to.

Shot 3:

D Provider Criterion 1: Structural"Capacity

%ﬂu&&hm”’“‘ _—

commitment to learner needs, including
how Provider Unit processes are revised
based on aggregate data which may
include but is not limited to individual

[] SC2. How the Lead Nurse Planner
ensures that all Nurse Planners of the
Provider Unit are appropriately oriented
and trained to implement and adhere to
the ANCC accreditation criteria.

I:I SC3. How the Lead Nurse Planner
éprovides direction and guidance to
éindividuals involved in planning,
éimplementing, and evaluating CNE
activities in compliance with ANCC
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Step 4: Release your mouse and the bookmarks will be moved. Note: The actual pages
will remain in their original location in the document.

Shot 4:

v H Provider Criterion 1: Structural Capacity
(SO
[J sC1. The Lead Nurse Planner’s
commitment to learner needs,
including how Provider Unit processes
are revised based on aggregate data
which may include but is not limited to

[ sc2. How the Lead Nurse Planner
ensures that all Nurse Planners of the
Provider Unit are appropriately
oriented and trained to implement and
adhere to the ANCC accreditation

[ SC3. How the Lead Nurse Planner
provides direction and guidance to
individuals involved in planning,
implementing, and evaluating CNE
activities in compliance with ANCC y |
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How to Insert an Attachment

Step 1: Open your File.

Shot 1:

Home Tools 2015 Criteria Provid.. x
BeBEQ @@ /v h DO@ »» - EAEAT @2
@ Bockmarks X

Al okl

@ [ poddersetsudy A Provider Self-Study

[ Provider Drganizational

e Provider Unit Name:
~ [ swuctural Capacity

[ 001, Cemographics Lead Nurse Planner: Name:
A 902 Lnesof Email:
Aughority and
el Phone:

Administrative
Support

Educational De: - = T
VR g st Secondary Contact Name:

[ 003. Data Email:

Collecticn and "
Repeias y Phone:
a D04, Evidence-
SRt i e Web address:
been moved to the
Quality Qutcomes
section for
e g u Provider Lriterion 1

Step 2: On the left, click on the “Pap ip” to display the attachment menu.

Shot 2:
= “2 B ka9 Y D& |

LD Attachments »

‘IE- &B A& T &

Step 3: Click on the paper clip plus icon to add an attachment.

Shot 3:

B & B8Q ® @ 1.0 R @
@ Attachments b &

N
@
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Step 4: Find your attachment in your files, select Open.

Step 5: Your attachment will be listed on the left hand display pane when it is attached.
You can continue to upload using steps 1-4.

Shot 4:

BAEBEQA O@ /0 K ®
@ Attachments X

N & @ 1] &
@ Name -

Glossary-Taxonomy Task Force 07112017 xlsx
Market Potential Value.xlsx
@ How to Create a TOC.docx

*When referencing an attachment in your doeument, make sure to reference the file
name. For example, see attachment#How to Create a TOC.”

You can sort by name using the arrow:above the “name” of the files, this will alphabetize
the files to make it easier to locate them by name.

Shot 5:

@ Attachments X
N & @ 1l &
G e D

Market Potential Value.xlsx
@ How to Create a TOC.docx
Glossary-Taxonomy Task Force 07112017 .xlsx
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