Memorandum

D 20-23
From:  Code 20

October 31, 2001

To:       File

Subject: Attaching PDF files to RPAs with Object Packager

1. Attaching PDF files to Requests for Personnel Actions in Modern DCPDS using the CPMS procedure to attach files does not always work.  Sometimes it appears that the file is attached but when a user attempts to open the file they get an error message stating that the file can't be open for reading.  This problem seems to be unique to PDF files as Microsoft Word, Excel and Power point documents all can be attached and retrieved without problems.

2. The Object Packager program allows the user to create a package which contains the PDF file.  This package is subsequently pasted to the RPA's attachment field.  The following instructions assume that the RPA has been opened and the user is at the attachments dialog box for Modern DCPDS.  It further assumes that the user has completed table entry portion of the attachment by indicating a Miscellaneous category, document description and OLE Object Data Type.

	3. Open the Microsoft Object Packager.  This can be done by using the START -> Programs ->Accessories menus to get to the Object Packager or by using START -> Run and typing in "Packager" on the Run command line or by open a Command (DOS) box and typing in "Packager" at the command line.
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	4. First, add an icon to represent your PDF file.  Click on the Insert Icon to bring up the icon selection dialog box.   Click on the Browse button to be able to browse your computer for Adobe Acrobat or Adobe Acrobat Reader.  These programs will have the icon imbedded in them and the program will be able to extract the icon for use in your package.
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	5. Once you have navigated to the location with the Windows Browse dialog box you can select the program and display it's imbedded icons.
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	6. In this example the Acrobat Reader program has been selected and it's location on the D: drive is identified.  Although in the example the first imbedded icon is selected, any of the icons can be selected.
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	7. Once the OK button on the Change Icon dialog box is clicked, the icon is placed in the Appearance section of the Object Packager window and you are returned to the Object Packager window. 
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	8. Next, select the file to be "packaged" with this icon.  This is done by Clicking on File -> Import option on the Object Packager menu.
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	9. The Import Dialog Box will appear.  Navigate to the location of the file on your hard drive or on a network drive and select the appropriate file.  Click on the Open button to add the file contents to the package.
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	10. The content section of the Object Packager will now show the words "Copy of <<file>>" where <<file>> is replaced with the name of the PDF file you selected.
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	11. Now your package is complete.  Select Edit -> Copy Package to copy the package to the Windows Clipboard.
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	12. Now switch to the Modern DCPDS Attachments window and paste from the clipboard into the attachments field.  Do this by pointing the mouse cursor at the large white box, click on the right mouse button, and select Paste from the pop up menu.  The Adobe Acrobat icon will appear in the box  indicating your document has been added as an attachment.  Save the attachment(s) by clicking on the save icon on the Modern DCPDS tool bar (Yellow Diskette).
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13. The attachment can be opened although there is one peculiarity … you have to double click on the icon twice.  You can now close the attachment dialog and route the RPA.
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