
HOW-TO BUILD YOUR TOOLKIT

How to Combine Your Selected Toolkit PDFs

ACROBAT STANDARD OR PRO DC

	 	Open	your	first	PDF	file	in	Acrobat	DC.

		Open	the	Tools	tab	and	select	“Combine	Files.”

		Click	“Add	Files”	and	select	the	toolkit	files	you	want	to	include	in	
your	PDF.	Click,	drag,	and	drop	to	reorder	files	or	press	“Delete”	
to	remove	any	content	you	don’t	want.	When	you’re	finished	
arranging,	click	“Combine	Files.”

		Save	as	a	PDF	file:	Name	your	file	and	click	the	“Save”	button.	

ACROBAT READER DC

Acrobat	Reader	does	not	have	a	“Combine	Files”	feature.	If	you	do	
not	have	Acrobat	Standard	or	Pro	DC,	Adobe	offers	a	free	Merge PDF 
feature	on	their	website	or	a	seven	day	free trial of	Acrobat	DC.

How to Brand Your Toolkit PDFs

Adobe	Acrobat	can	be	used	to	place	your	logo	on	individual	toolkit	
PDF	pages.	

	 	Open	the	PDF	file	in	Acrobat.	To	guide	your	logo	placement,	select		
View	>	Show	Rulers	>	Rulers.	Place	the	cursor	over	the	ruler	bar	
and	drag	down	to	pull	a	horizontal	guide	onto	your	page.	Align	
the	guide	with	the	bottom	of	the	document	title.	

		Select	the	Tools	tab	and	choose	Edit	PDF	>	Add	Image.	In	the	Open	
dialog	box,	locate	the	logo	file	you	want	to	place.	Select	the	file,	
and	click	Open.

		Click	the	upper	right	corner	where	you	want	to	place	the	logo,	or	
click-drag	to	size	the	image	as	you	place	it.	Position	the	bottom	of	
your	logo	on	the	guide	you	placed	and	center	it	below	the	page	
header	tab	element.

		Save	as	a	PDF	file:	Name	your	file	and	click	the	“Save”	button.	

Graphic	design	software,	such	as	Adobe	Illustrator,	Photoshop	
or	InDesign,	can	also	be	used	to	add	your	logo.
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       CONTINUING HIGHER EDUCATION       

Even though in today’s economy, it’s necessary to have some type of 
education or training beyond high school, the journey through 
education to a fulfilling, family-sustaining career is not always linear. 
Enrolling in a four-year college right after high school isn’t the only 
path to long-term success — nor is it the only way to ultimately earn 
a bachelor’s degree. Students can pursue different education, training, 
and work-based learning experiences to explore their options and gain 
the knowledge, skills, and credentials necessary for success. 

Like a trip on the subway, different pathways can run in parallel, 
diverge, or intersect at various points. But as with a journey on public 
transportation, mapping your route in advance can help ensure a more 
direct path to career success. 
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DIFFERENT PATHWAYS TO CAREER SUCCESS

POSTSECONDARY OPTIONS

Certificates  

 Certificates	are	issued	by	colleges	and	universities	in 

	 specific	fields	and	require	less	time	to	complete	than	an 

	 associate	degree.	Certificates	can	be	used	to	prove	that	

students	have	acquired	specific	skills	or	expertise	in	fields	like	health	

care,	business,	marketing,	mechanical	repairs,	and	many	more.	

Two-Year Degrees

 A	two-year	associate	degree	typically	includes	both 

	 general	education	and	career	preparation	needed	to	begin 

	 achieving	academic	and	professional	success	in	a	given	field	in	

less	time	than	a	bachelor’s	degree	requires.	Two-year	degrees	can	prepare	

students	for	entry-level	positions	in	fields	like	healthcare	and	can	be	used	

as	building	blocks	toward	the	eventual	completion	of	a	bachelor’s	degree.	

Four-Year Degrees ES

 A	four-year	bachelor’s	degree	is	the	most	expensive	and 

	 time	consuming	of	these	postsecondary	options	but	is 

	 usually	the	strongest	foundation	for	long-term	economic	

success.	Bachelor’s	degrees	are	available	in	a	wide	variety	of	fields	and	

are	required	to	obtain	jobs	in	some	of	them.	

The best way to be set up for success in our shifting economy is to 

pursue education and training in a field or industry that is growing 

and pays family-sustaining wages. Education and training after high 

school can take many forms.

Apprenticeships

 Apprenticeships	are	on-the-job	learning	of	a	skilled	trade 

	 paired	with	postsecondary	classroom	learning	and	tend	to 

	 be	highly	valued	in	the	workforce.	They	are	particularly	prevalent	

for	building	trades	(like	electricians,	plumbers,	and	carpenters)	but	also	

exist	in	manufacturing,	healthcare,	and	financial	services,	and	are	increasing	

in	importance	in	other	fields.	

Certifications

 Certifications	are	issued	by	an	organization	with	authority	in 

	 a	particular	field	—	like	a	trade	association.	Though	there	is 

	 wide	variation	among	different	fields	in	what	a	certification	

means	and	represents,	a	particular	type	of	certification	can	demonstrate	

desirable	expertise	or,	in	some	cases,	may	be	required	for	entry	into	a	

particular	career	—	like	an	Advanced	Emergency	Medical	Technician	(AEMT)	

certification	for	paramedics.

THERE ARE MANY

H I G H - Q U A L I T Y O P P O RT U N I T I E S
FOR EDUCATION AND TRAINING BEYOND HIGH SCHOOL

T H AT C A N  L E A D  T O  E C O N O M I C  O P P O RT U N I T Y.

EDUCATION AND TRAINING BEYOND HIGH SCHOOL IS THE SUREST 
PATH TO LONG-TERM SUCCESS. 

A high school diploma was once a ticket to long-term career success. 
Today, that’s no longer true. Nearly every job created in the United States 
since the 2008 recession required some sort of education or training 
beyond high school. This doesn’t mean that everyone needs a four-year 
college degree to succeed, but the best chance of securing a job that 
pays enough to support a family is through post-high school learning. 

THE PANDEMIC HAS FUNDAMENTALLY ALTERED THE ECONOMY. 

The COVID-19 pandemic has had a tremendous impact on the economy, 
causing millions to lose their jobs and shuttering entire industries. 
Economic recovery is likely to speed up the pace at which the world of 
work is evolving and increase the requirements to be a competitive 
job-seeker. Some industries may never fully recover to pre-pandemic 
levels, closing off certain career pathways and further cementing the 
need for education or training beyond high school. 

OPPORTUNITY GAPS HAVE GROWN DURING THE PANDEMIC.

Unfortunately, the pandemic has hit some groups harder than others. 
Gaps between high- and low-income groups, between those with less 
education and those with more education, between different racial and 
ethnic groups, and between men and women have all widened during 
the pandemic. These gaps may persist long after the pandemic ends, 
making it even more important for students to pursue higher education 
and give themselves the best chance at success. 

THERE ARE MANY HIGH-QUALITY OPPORTUNITIES FOR EDUCATION 
AND TRAINING BEYOND HIGH SCHOOL THAT CAN LEAD TO 
ECONOMIC OPPORTUNITY. 

The best way to be set up for success in our shifting economy is to 
pursue education and training in a field or industry that is growing 
and pays family-sustaining wages. Education and training after high 
school can take many forms:

 Apprenticeships 
 Apprenticeships are on-the-job learning of a skilled trade 
 paired with postsecondary classroom learning and tend to be 
highly valued in the workforce. They are particularly prevalent for 
building trades (like electricians, plumbers, and carpenters) but also 
exist in manufacturing, healthcare, and financial services, and are 
increasing in importance in other fields. 

 Certifications 
 Certifications are issued by an organization with authority in 
 a particular field — like a trade association. Though there is 
wide variation among different fields in what a certification means 
and represents, a particular type of certification can demonstrate 
desirable expertise or, in some cases, may be required for entry into a 
particular career — like an Advanced Emergency Medical Technician 
(AEMT) certification for paramedics. 

 Certificates 
 Certificates are issued by colleges and universities in specific 
 fields and require less time to complete than an associate 
degree. Certificates can be used to prove that students have acquired 
specific skills or expertise in fields like health care, business, 
marketing, mechanical repairs, and many more. 

 Two-Year Degrees 
 A two-year associate degree typically includes both general 
 education and career preparation needed to begin achieving 
academic and professional success in a given field in less time than a 
bachelor’s degree requires. Two-year degrees can prepare students for 
entry-level positions in fields like healthcare and can be used as 
building blocks toward the eventual completion of a bachelor’s degree. 

 Four-Year Degrees 
 A four-year bachelor’s degree is the most expensive and 
 time-consuming of these postsecondary options but is 
usually the strongest foundation for long-term economic success. 
Bachelor’s degrees are available in a wide variety of fields and are 
required to obtain jobs in some of them.
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