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Introduction 
 
The ACCSC Blueprints for Success highlight best practices and provide guidance on some of 
the more technical areas of ACCSC-accreditation in the hopes to help accredited member 
institutions to comply fully and accurately with the Standards of Accreditation, achieve 
institutional success, and ensure that students are well prepared to enter the workforce.  
 
Please note that the ACCSC Blueprints for Success do not supersede applicable accrediting 
standards, are not intended to be prescriptive about the way an accredited institution operates, 
and do not address all compliance elements required by an institution to maintain good standing 
with ACCSC.  Rather, the ACCSC Blueprints for Success provides a framework that can 
help an institution to gain a better understanding of the expectations and rigors of the 
accreditation process as well as sample documentation that an institution might consider in 
order to demonstrate compliance with accrediting standards. 

 
 

Modules 
 

1. Preparing a Comprehensive Response for Commission Consideration 

 

2. Organizing an Effective Electronic Submission 

 

3. Success Strategies:  The Self-Evaluation Report 

 

4. Preparing for the On-Site Evaluation 

 

5. An Analysis of ACCSC’s Annual Report  

 

6. Understanding and Preparing the Graduation & Employment Chart 

 

7. Substantive Change Applications 
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Module 2 

Organizing an Effective Electronic Submission 
 

ACCSC has a longstanding position that the electronic submission of applications, reports, forms, 

responses and other information to the Commission facilitates a more efficient collection and 
dissemination of school information. ACCSC has consistently found that electronic submissions 

are less costly for schools to produce and result in a more effective submission for schools than 

non-electronic, paper format submissions. Therefore, the Commission requires the 

submission of all documents to be in electronic format prepared and submitted in accordance 

with the requirements set forth in the ACCSC Instructions for Electronic Submission and Section I 

(E) Rules of Process and Procedure, Standards of Accreditation. In addition, instructions for 

completing applications and reports are referenced on each of ACCSC’s required forms.  

 

Keep in mind that the documents to be prepared and submitted electronically include, but are 

not limited to: 

 Application for Accreditation (Initial and Renewal) 

 Self-Evaluation Report 

 Response to a Team Summary Report 

 Response to a Deferral, Show Cause, or Probation Action  

 Response to Stipulations as part of a Commission Action 

 Interim Reports 

 Applications for Substantive Changes and Non-substantive Changes 

 Any form listed on the “Forms and Reports” page of www.accsc.org1  

 Application for Appeal of a Commission Decision and the Grounds for Appeal 

 Fiscal Year-End Financial Statements 

 Notifications to the Commission 

 Other Responses and Reports as may be required 

 

These applications and reports are critical to the Commission’s ability to determine compliance 

with accrediting standards. A school is responsible through its reports for demonstrating 

continuing compliance with accrediting standards and for monitoring when appropriate 

applications and reports need to be filed.  
 

This module is designed to provide an overview of the Commission’s requirements for the 

electronic submission of documents to ACCSC and to provide some guidance for organizing 

that submission in an intuitive manner so that the Commission can easily navigate the file and 

find the necessary information and documentation being provided by the school to demonstrate 

compliance with accrediting standards.  

 

                                                           
1 With the exception of the Sustaining Fee Calculation Worksheet which can be submitted in a paper format with the school’s 

payment. 

http://www.accsc.org/UploadedDocuments/Instructions%20for%20Electronic%20Submission%204%201%202014%20web.docx
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ACCSC REQUIREMENTS FOR SUBMISSION  

 
ACCSC has specific requirements for the electronic submission and format of correspondence 

and documents to the Commission as outlined in the ACCSC Instructions for Electronic 

Submission. Given the volume of work before the Commission each year, the consistency and 
uniform organization of electronic submissions for applications, reports, forms, responses and 

other information to ACCSC facilitates a more efficient collection and dissemination of school 

information. ACCSC’s Instructions for Electronic Submission includes the following requirements 

for submission to ACCSC: 

 

1. ACCSC will not accept any electronic submission transmitted to the Commission via e-mail. 

2. Electronic document submissions must be prepared in accordance with the checklist 

requirements listed in the ACCSC Instructions for Electronic Submission. 

3. All electronic documents must be submitted to ACCSC as one Portable Document Format 

(“PDF”) file that has been prepared using Adobe Acrobat software (version 8.0 or higher) 

and which has a .pdf extension as part of the file name. 

4. All electronic PDF documents must be submitted to ACCSC using a CD, DVD, or 

flashdrive medium – referred to hereafter simply as “medium” for one or “media” for more 

than one. For example, “2 media” means 2 CDs, 2 DVDs, or 2 flashdrives that contain the 

school’s materials. Do not mix media in the electronic submission to ACCSC.  

5. An acceptable PDF file is one that includes the compilation of all of the materials and 

documents into one single file and not a series of separate files. All electronic documents 

are to be submitted as one continuous PDF document using the Adobe Acrobat 

software. Only PDF files will be accepted. ACCSC will not accept files in other formats such 

as Microsoft Word, Excel, or PowerPoint; Word Perfect; TIFF; JPEG; etc. 

6. All electronic PDF documents must include electronic bookmarks and hyperlinks placed 

within the document in order to identify all of the attachments and exhibits contained 

within the file. Bookmarking and hyperlinking should be done in a manner that facilitates an 

easy and intuitive navigation and review of the file. For example: 

a. Bookmark each document that has been compiled into the PDF (e.g., include bookmarks 

for the Team Summary Report and the school’s response); 

b. Clearly label each bookmark so the reader will easily understand to which document or 

exhibit the bookmark will take the reader; 

c. In a response to an on-site evaluation report or a Commission action letter, bookmark 

each Team Finding or Commission action letter item and also bookmark the school’s 
response to each item – this is a good place to use sub-level bookmarks; 

d. Bookmark and label all exhibits;  

e. Where appropriate, use the Adobe link tool to create a dynamic hyperlink from the 

narrative response to a specific location or document in the file (e.g., to the specific 

exhibit that supports that section of the narrative response) and 

7. Whenever possible, directly convert documents to PDF as opposed to scanning and 

creating PDFs from paper documents. The direct conversion of documents to a PDF format 

http://www.accsc.org/UploadedDocuments/Instructions%20for%20Electronic%20Submission%204%201%202014%20web.docx
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allows for far greater readability. For example, complete the narrative response using word 

processing software (e.g., MS Word), convert the Word document directly to a PDF file, 

and then combine the converted file with other converted or scanned documents into a 

single PDF document. 

8. Any security features in the PDF document must be disabled. 

9. All electronic document submissions must be accompanied by a paper cover letter that 

includes the school name, address, ACCSC school number2, and an explanation of the 

content and the title of the document(s) included on medium. This cover letter should be 

included in the final PDF file as well.  

10. If the electronic document submission contains documentation that includes personal or 

confidential student or staff information that is not required for the Commission’s review 

(e.g., social security numbers, dates of birth, etc.), please remove or redact that information. 

12. Failure to adhere to these instructions will result in the return of the electronic document 

submission to the school and the assessment of a $500 late fee. A school may, however, 

request to submit documents in a non-electronic paper format. In such instances, the 

request must provide the basis for the request and explain why the school should be 
permitted to submit its materials in a non-electronic paper format. If approved, the 

Commission will assess a $500 processing fee to convert the paper submission to an 

electronic format at the ACCSC office. A $500 processing fee will be assessed each time 

the Commission approves a request for the school to submit documents in a non-electronic 

paper format. 

 

See also the ACCSC Instructions for Electronic Submission for a submission checklist 

for each type of submission to the Commission. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                           
2 For initial applicants: upon receipt of the Application for Initial Accreditation-Part I, ACCSC will assign the school a six-digit 
school number to be included on all future submissions to be considered by the Commission. 

http://www.accsc.org/UploadedDocuments/Instructions%20for%20Electronic%20Submission%204%201%202014%20web.docx
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ORGANIZING THE ELECTRONIC SUBMISSION 

Given that it is the school’s responsibility to demonstrate compliance with accrediting standards, 

anytime a school is required to provide a response to the Commission that response should 

include documentation to support the school’s position and be organized in an intuitive manner 

so that the Commission can easily navigate the file and find the information referenced by the 

school in its response. The following framework provides an overview and some suggestions 

(including sample active hyperlinks and bookmarks) on how to prepare and organize an 

electronic submission for Commission consideration and includes: 

 Converting the Microsoft Word Document to PDF 

 Compiling Documents/Exhibits into One Continuous PDF Document 

 Order of Documents/Exhibits  

 Creating Bookmarks 

 Inserting Pages/Exhibits  

 Inserting Hyperlinks 

 Sample View of an Appropriately Prepared Electronic Submission 

 
**** 

 

Converting the Microsoft Word Document to PDF 
 

Successful responses provide the Commission with a strong narrative for every item identified 

in a Team Summary Report or Commission letter; include documentation to support the 

school’s compliance with accrediting standards; and are organized in an intuitive manner. 

Accordingly, before a school converts the Microsoft Word version of an application or 

response to a Commission letter into a PDF version using Adobe Acrobat, the school should 

ensure that it has finalized all of the narrative information. Directly convert documents to PDF 

as opposed to scanning and creating PDFs from paper documents. The direct conversion of 

documents to a PDF format allows for far greater readability. If an item does need to be 

scanned, ensure the scanned page is a standard paper size (8.5 x11). 

 

Once the “narrative” is finalized (exhibits have not been inserted yet), convert the 

Response/Application to a PDF document using Adobe Acrobat. 

 

This will create a read-only version of the document, allowing the addition of bookmarks 

electronically using the Bookmarking Tool available in Adobe.  
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Step 1: Select the “Acrobat” tab on the ribbon.3  

Step 2:  Click on “Create PDF” 

 

 
 
 

Compiling Documents/Exhibits into One Continuous PDF Document 
 

While working on the narrative, supporting documentation should be gathered and saved in a 

designated folder for ease in the compilation of the final electronic submission. Saving all 

necessary documents in a centralized location (i.e. – on the school’s network or designated 

computer) can avoid spending unnecessary time, effort, and energy searching for miscellaneous 

files. Be sure to rotate any pages of the document so that the orientation is consistent and 

readable.  

 
Step 1: Under the “Create” tab, select “Combine Files into a Single PDF” or from the main 

screen, select “Combine Files into PDF” 

 

                                                           
3 If there is no Acrobat tab on the ribbon, Click on File > Save As > and from the “Save as type” drop-down menu 

select “PDF.” 
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Step 2:  Click on “Add Files” or drag and drop files to add them 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Step 3:  In the “Add Files” dialog box select the files from the designated folder. To select 

more than one file, hold the control button and select additional files. Once the files 

have been selected, click “Open.” 
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Step 4:  Using the “Move Up” and “Move Down” arrows, re-arrange the order of the 

documents/exhibits. See “Order of Documents/Exhibits” below for more 

information. 

 
 

 

Order of Documents/Exhibits:  
 

When compiling documents into a single PDF using Adobe Acrobat, the order of the documents should be as 

follows:** 

1. Introduction Statement and instructions on how to navigate the document 

2. A bookmarked Table of Contents 

3.  A cover letter identifying the institution by name, address, ACCSC school number; an explanation 

of the content and the title of the document(s) included on medium; and a name, phone number, 

and e-mail address for a point of contact at the school for questions regarding the electronic 

submission. 

4. A copy of the applicable ACCSC Form/Letter (e.g., Commission Action letter, Team Summary 

Report, completed & signed application, etc.) 

5. A narrative response that includes the following: a) Restatement of the item (e.g., Team Summary 

Report Finding, Commission letter concern, Application question, etc.) and b) a response under 

each, including hyperlinks to any supporting documentation. 

6. At the end of the narrative insert the documentation and attachments, including any exhibits, with 

electronic bookmarks to indicate the location of the documentation. 

When responding to a Commission action letter, do not break up the narrative by inserting pages of exhibits in 

between the narrative response items.  For responses to Commission action letters the pages of the narrative 

should flow in consecutive pages – use bookmarks for each narrative item and exhibits. 

 

Be sure to rotate any pages of the document so that the orientation is consistent and readable.  

 
** See ACCSC Instructions for Electronic Submissions for checklists of the full list of required documents. 
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Step 5: Once the order of the documents/exhibits is ready and in the desired order for 

submission, select “Combine Files”. Of note, make sure the “Single PDF” option is 

selected in the upper right-hand corner. A new adobe file will open, save this file. 

     
 

 

Creating Bookmarks 
 

Step 1: Select Bookmark Tab on left side of the page. 

Step 2: Delete any Auto-Created Bookmarks (should clear out this section). 
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Step 3: Go to the page to be bookmarked (e.g., each narrative response item, application 

question, etc.) Click on “Options” icon, then “New bookmark” or the “New 

Bookmark” icon to create bookmark.  

 

Step 4:  To create a name for the bookmark, double click on the bookmark text or right 

click while the bookmark is highlighted and select “Rename.” Enter the desired text 
(name the bookmark) and press “Enter/Return” on the keyboard.  
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Building Better Bookmarks: 
 

1. Provide a clear and descriptive name for the bookmark. 
 

 Examples: 

 “Team Finding #1 – Advertising” is a descriptive name. 
 

“Team Finding #1” as shown above is not descriptive. 
 

Or: 
 

 “Exhibit #1 – State Approval” 

 

2. Bookmark each Restatement of a Team Finding or 

Commission letter item along with each response.  
  

 Do not simply include only one bookmark titled “Narrative 

Response.”  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Step 5:  To create a Sub-level Bookmark, select the bookmark or a range of bookmarks by 

holding down the Control Key while clicking on the bookmarks, to nest within an 

established parent bookmark. Drag the icon or icons directly underneath the parent 

bookmark icon. 

 

The Line Icon “ ” shows the position of the bookmark or bookmarks. When the 

bookmark is nested, a minus icon appears next to the parent bookmark indicating 

the sub-level bookmarks have been moved; however, the actual page remains in its 

original location in the document. 
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Inserting Pages/Exhibits 
 

Pages and exhibits can be added to the PDF file after it has been created (see “Compiling 

Documents/Exhibits into one continuous PDF document”). The pages/exhibits to be added will 

need to have been previously scanned / converted to PDF and saved on the school’s network 

or designated computer. 
 

Step 1:  Click on “Tools” and choose “Insert from File” from the Insert Pages menu 

 The “Select File to Insert” dialog box will open 

 
 

Step 2:  Open the folder where the exhibits have been previously saved and select the file 

icon of the PDF document with the pages to insert, and then click the “Select” 

button. The “Insert Pages” dialog box will open. 
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Step 3:  In the “Insert Pages” dialog box, go to the ‘Page’ area and click one of the following 

radio buttons: 

• First:  Inserts the pages at the beginning of the PDF document, either before or 

after the first page. 

• Last:  Inserts the pages at the end of the file, either before or after the last page. 

• Page:  Inserts the pages either before or after the page number designated in the 

associated text box. 

 

 

Step 4:  Click the OK button to have Adobe insert the pages from the selected file.  

Step 5:  Repeat these steps for all remaining documents/exhibits to be added. Remember to 

Bookmark any inserted documents/exhibits. 
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Inserting Hyperlinks 

 
Step 1:  On the right-hand side Choose: Tools > Content > Link. The pointer will become a 

cross hair. 

Step 2:   Drag a rectangle over the designated text to create a hyperlink. This is the area 
where the link is active meaning that a reader will be able to click on that text and it 

will take them to the designated page. The “Create Link” dialog box will open. 

 
Step 3.  In the “Create Link” dialog box, choose the options for the link appearance. For 

‘Link Type,’ either selection is acceptable. For ACCSC submissions choose the ‘Link 

Action’ “Go to a page view” because the narrative or exhibit should already be 

inserted. Click “Next.” 
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Step 4. Follow directions in the “Create Go to View” dialog box – use scrollbars and zoom 

tools to go to the page to be viewed when the hyperlink is selected. Once at the 

correct page, click “Set Link.”  

 
Step 5. To allow the reader to return to the section of the narrative where the exhibit was 

referenced add a dynamic hyperlink from the first page of the exhibit. 

Step 6. Repeat as necessary for all exhibits in the document. 

 

 

Sample View of an Appropriately Prepared Electronic Submission 

 

 

 

Scrollbar Zoom Tools 

Bookmarks 

Sub-Level 

Bookmark 
Hyperlink to Exhibit 2b 

Restatement of Concern 

Narrative Response 
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Reminders: 

 

 All documents must be submitted to ACCSC as one Portable Document 

Format (“PDF”) file that has been prepared using Adobe Acrobat software 

(version 8.0 or higher) and which has a compilation of all of the materials and 

documents into one single file and not a series of separate files.  

 Directly convert documents to PDF as opposed to scanning and creating PDFs 

from paper documents. 

 Be sure to rotate any pages of the document so that the orientation is 

consistent and readable. 

 Bookmark each Restatement of a Team Finding or Commission letter item 

along with each response. Do not provide only one bookmark titled “Narrative 

Response.”  

 Clearly label each bookmark so the reader will easily understand to which 

document or exhibit the bookmark will take the reader. Remember to explain 

the exhibits in the narrative so the reader knows what the exhibit is intended to 
demonstrate. 

 Provide a clear and descriptive name for the bookmark. For example: “Exhibit 

#1 State Approval” – Instead of simply “Exhibit #1” 

 

**** 

 

In Conclusion, keep in mind that through the accreditation process ACCSC assesses the 

effectiveness of an institution’s educational programs by evaluating the infrastructure that 

supports the delivery of programs as well as educational outcomes. While ACCSC employs its 

own fact-finding methods to determine an institution’s compliance with accrediting standards, 

the burden rests with the institution to establish that it is meeting ACCSC’s standards before 

accreditation is conferred.  

 

As captured in this Blueprint Series: Organizing an Effective Electronic Submission, the 

organization and intuitive nature of a school’s submission to the Commission is an important 

aspect of the accreditation process and assists the Commission in determining the school’s 

compliance with accrediting standards. Each institution seeking accreditation from ACCSC 

should strive to provide the Commission, as the decision making body, with an electronic 

response that is organized in an intuitive manner so that the Commission can easily navigate the 

file and find the necessary information and documentation being provided by the school to 

demonstrate compliance with accrediting standards.  

 

http://www.accsc.org/UploadedDocuments/ACCSC%20Standards%20of%20Accreditation%20and%20Bylaws%20-%20%20040112.pdf
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