
Guidelines for Electronic Submission of an Optometric Residency Self-Study 

The Accreditation Council on Optometric Education (ACOE) requires that programs submit electronic self-studies 
directly to the ACOE staff. The following guidelines should be followed to ensure completeness of the submission 
and ease of access.  

Overview: 

• Beginning on July 1, 2025, programs are required to use the 2025 Optometric Residency Program 
Standards Self-Study Template.  

• PDF is the only acceptable electronic version of the final self-study document. 
• All appendices are to be hyperlinked where cited within the self-study.  
• Programs must submit the self-study and appendices via the shared folder provided by the ACOE 

staff. Access to this folder is shared with the program upon confirmation of the date and team for the site 
visit.  

NO PROTECTED HEALTH INFORMATION (PHI) should be submitted in the self-study. Any information submitted 
which contains PHI must be deidentified prior to its submission. 

1. Converting the self-study template to PDF 
• Ensure the 2025 Optometric Residency Program Standards Self-Study Template is being used to 

prepare the program’s self-study prior to submission. Please contact ACOE staff if you have 
questions about the template.  

• Convert the completed self-study template to PDF: click on the File tab at the top of the ribbon, 
the option ‘Save as Adobe PDF’ should be an option listed on the left pane. Adobe also has a free 
web-based option to convert Word documents to PDF that may be found here.  

2. Using bookmarks and hyperlinks in the template 
Programs may include the appendices within the self-study in one, complete PDF. 

Or 
Programs may save individual appendices to the shared folder provided by the ACOE staff and link those 

appendices into the main self-study document. 

Self-study + appendices in one document Appendices linked to shared folder 
Appendices must be bookmarked and hyperlinked 
within the self-study.  

• Each standard and the accompanying 
appendices must be accurately 
bookmarked and labeled to ensure that 
teams and ACOE staff can easily toggle 
between standards, pages and 
appendices. 

• When PDF files are combined into a single 
PDF in Adobe Acrobat, bookmarks are 
automatically created for each added file. 
Please visit the Adobe Page: Thumbnails 
and Bookmarks for additional guidance, if 
needed. 

• When an appendix is referenced in the 
body of the self-study template, the PDF 
version of the appendix must be 
hyperlinked where it is cited. Please visit 
the Adobe Links and Attachments page. 

All references to the appendices should be correctly linked 
to the indicated document in the shared folder. 

• File names of appendices should exactly match the 
title of item demonstrating compliance, listed in the 
table of appendices on the last page(s) of the self-
study template. 

• The hyperlinks within the self-study must be to the 
appendices in the ACOE-hosted shared folder.   

Hyperlinks to external sites within the narrative of the self-study must be functional. It is acceptable to provide 
hyperlinks for pages that are published online; however, webpages and online documents must also be 
provided as a PDF version in the appendices. 

https://www.adobe.com/acrobat/online/word-to-pdf.html
https://helpx.adobe.com/acrobat/using/page-thumbnails-bookmarks-pdfs.html
https://helpx.adobe.com/acrobat/using/page-thumbnails-bookmarks-pdfs.html
https://helpx.adobe.com/acrobat/using/links-attachments-pdfs.html



