Instructions for Uploading the Daily IAP to the TAMU Website
NOTE: Files larger than 5mb will sometimes present upload issues. Whenever possible, reduce file size to below 5mb before uploading to web server.
You will need to have Adobe Acrobat Professional installed on your machine in order to create the document to be uploaded. 

A 30 day trial version is available at http://www.adobe.com/products/acrobatpro/tryreg.html
The file that you will be uploading is for the following day, therefore the next day’s date will be used for naming. The naming convention is IAP_MM_DD_YY.pdf (Month_Day_Year). 

Example: On February 3rd, 2006, you would uploading the file named  IAP_02_04_06 for the following day.

1. Make sure all of the IAP components have been saved to the shared folder. This is best (easiest for you) accomplished by having the files named with corresponding page numbers in front of the file name. This will prevent you from having to spend unnecessary time re-ordering the pages, and also make it easy to spot missing components.
2. Launch Adobe Acrobat Professional

· From the Create PDF dropdown box, select “From Multiple Documents,” which will open the dialog box below:
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· Click on the “Browse” button, and navigate to the shared folder containing the documents to be added to the IAP file.

· Highlight to select the files that you wish to add to the IAP
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· Once you have selected ALL of the files that you want to be added, click on the “Add” button, which will launch the dialog box below.
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· If needed, you may select an individual or multiple files and rearrange the page order by using the “Move Up” and/or the “Move Down” buttons. This is where you can save a lot of time by having the pages pre-numbered. Once the files are ordered in the proper paging sequence, click on the ‘OK” button.

· The Adobe Professional program will begin compiling the pdf document. This may take several minutes, depending on the number of files to be compiled.
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Select “Yes” to any dialog boxes that appear referring to tags.

· Upon completeion, save file as IAP_mm_dd_yyyy.pdf 

· NOTE: Use the 4 digit year here.
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· Once the file has been saved using the 4 digit year naming, you will need to compress the file size before uploading to the website. This is accomplished by  selecting the “Reduce File Size” option from the dropdown box beneath the “File” menu.
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· Select “OK” to the default of Acrobat 5.0 or later
· Re-Save the Compressed file as IAP_mm_dd_yy.pdf (back to the 2 digit year convention) 
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3. Open web browser to http://tfsfrp.tamu.edu/toolbox/validate.aspx?ReturnUrl=/toolbox/FileTransfer.aspx&FT=West%20Texas 
The PASSWORD is wtx
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· Click on “Browse” button, and navigate to the IAP_mm_dd_yy.pdf file that you just created. Select the file and click on the “Upload File” button.

· After upload is completed, verify that the file exists on the server. If the file did not transfer correctly, repeat the upload process.

