
How do I consolidate documents into one document for uploading to the 
portal? 

1. Preferred Method: Combine or merge files into single PDF

2. Alternative Method: Create Zip File

Combine PDFs 
1. In a PDF document, choose Tools > Pages > Combine Files into PDF
2. Drag files into the Combine files dialog box or use the Add Files feature.
3. When you have finished adding all desired files, click Combine Files.
4. Upload the combined PDF you created to the web portal.

For additional information, including how to rearrange pages, view multiple pages, preview 
pages, delete pages, sort files, move files up or down the file list, please review the information 
available on Adobe’s Support Page.  

https://helpx.adobe.com/acrobat/11/using/merging-files-single-pdf.html


Create Zip File 
Windows Users – Zip File creation 
1. Create a new folder.
2. Move all relevant documents inside the newly created folder.
3. Right click the folder you created and scroll over the send to bar, then click the “Compressed

(zipped) folder” option.
4. Upload the zipped folder you have created to the web portal.



Mac Users – Zip file creation 
1. Open the folder with the files you wish to zip, or identify them on the desktop.
2. While holding either the "shift" or "command" key, click on each file you wish to add to the zip.
3. Right click on the highlighted files or click the word "File" from the menu bar at the top of the screen.
4. Click "Compress x Items," with X being the number of items you're putting into the .zip file.
5. A file called “Archive.zip” will then be created in the same folder where the documents were located or

on the desktop — you may want to rename it for clarity's sake.
6. Upload the Archive file you just created to the web portal.
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