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Helpful Tips



'JAC E Helpful Tip g ACE Handbook Link

ASWB approved continuing education

After successfully logging in and clicking the Providers module,

‘ B8 MY PROFILE ‘ | R PROVIDERS ‘

Access the ACE Handbook here.

The ACE Handbook is accessible via a link on the dashboard.
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':.’AC E Helpful Tip g Accessing an Existing Provider Record

» [ Providers

M wexl -
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system for the provider, click
“Providers”.

From the next screen, click “View” A e e
beside the provider's name. [

After the provider record has been
accessed for the first time, the

record can be opened by clicking the
provider's name from My Recent /]
Records.




2ACE Helpful Tip g

If an application section is missing information in the required fields, the user will receive an

error message indicating which fields are missing information. The fields must be completed

before saving. Some sections have a “Save Draft” option which allows the user to save their
work on the section for completion later.
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ASWB appro

Some sections will require the user to
read a statement or paragraph and
check a box to acknowledge, initial or
provide an e-signature. Sample e-
signature boxes shown below.

SDACE Helpful Tip g

If a field requires a text answer, users
have the option of pasting text from
other documents in these fields. Right
click the text area and click “Paste”.

Social Work CE Program Description * u| |

Spell check
Wb ng Direction B

Inspect
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ASWB approved continuing education

Some fields require the user to either click the “Add More” or “New Entry” buttons to begin entering
information. If another row of information needs to be added, click the “Add More” or “New Entry”
buttons again.

Provider Website ()

To upload a file, click on the “Choose File” button and click your file.
This button provides additional features that do not relate to a file upload.
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Duplicate Tabs

Users can duplicate tabs in the web
browser and work in multiple areas
of the application portal

at one time.

Right click on the browser tgkand
select “Duplicate tab”.

A second tab will open allowing
users to work in multiple tabs.

For example, a user can have the
ACE Handbook open in one tab and
work in another area of the portal
using the other tab.

v B Providers

PROVIDERS

Access the ACE Handbook here.

DASHBOARD

+ Add Chart =+ Add Custom Pod

MY RECENT RECORDS

There are no records to display

RECENTLY MODIFIED

@

Add tab to new group

Refresh

Duplicate tab

Pin tab
Add tab to sidebar

Mute tab

Close tab

Recpen closed window

Turn on vertical tabs

Add all tabs to Collections

Move all tabs to a new workspace

Ctrl+R

Ctrl+Shift+K

Ctrl+M

Cirl+W

Ctrl+Shift+T

Ctrl+Shift+
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Logging Out

Hover over your username in
the upper right corner.

From the dropdown
click “Logout”

& LOGOUT

Helpful Tip

@@ M [ Providers: Dashboard
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— O 5] https://aswb.webauthor.com/modules/fx_providers/default.cfim#

£ import favorites ] Managed fevorites 2 Zenefits Login

v @ Providers

PROVIDERS
Access the ACE Handbook here.
DASHBOARD
+AddChart | +Add CustomPod | & Reset Dashi
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PROVIDER INFORMATION

MY RECENT RECORDS

A CE Provider Test 1101 (#5429)

ACE-Handbook-8.2...

ACE: Approved Con..

Q,Browse Datasets

ACE provider appe.

MY QUEUE [

4 Webauthor-ASWB

MAP
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COURSE SAMPLE

COURSE
°
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RECENTLY MODIFIED

A CE Provider Test 1101 (#5429)

VIEWS

You have

PROFILE

KAREN TESTER
ccsoftireats@gmail.com
USA (Eastern Time)

® -

USER EXPERIENCE

& Performance

= Unobstructed View

CIWide Screen Mode

i@ Subscribe

My Screen

& What's New

UPDATE PROFILE

LOGOUT

®

! User Session Refresh/Clear Cache
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CE PROVIDER TEST 1101

Toggle Sidebar sl B B

Toggle Sidebar
allows users to expand
the sidebar for access to
System Files and
uploaded documents.

ﬁ Provider Information

¥4 Provider Staff

W% Provider Approval Application

Application Approval
Status Date
Approved 11/1/2023
# Course Sample
Delivery
Status Format

B Provider Detail

Original Approval Type

h‘i‘d 11423

PROVIDER APPROVAL APPLICATION

Mext Renewal Due
Date

10/1/2024

Course Title

Helpful Tip g

ASWB ACE Provider ID

1 ? [y

4+ acd Now

Expiration Course Delivery
Date Formats
1112024 In-Person

Cosponsor Agreement
Link

Conference
Lirik

@ PQ Criteria Met

Pre-Qualification

Q (11723

SYSTEM FILES

File-Fx_providers_org_staff

ﬁ ASWEBProviderRenewalCourselistTemplate
¥ | Cosponsor-Agreement-Template

! ProviderStaffdgresmen

FILES

. File-Fx_g ide arg_ste aff_resume.Dor
. File-Fx_pro org. staff_licenses Doc
] resurme. Doe

Add File
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System Files

System Files are accessible from
the sidebar.

System files may be updated
regularly by ACE to include
resource materials such as

training guides or documents

required for submitting
applications, etc.
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CE PROVIDER TEST 1101

¢ & | B B - Fa B r (8]
5429 Provider Approval
Hio Original Approval Type

E=EE ®
g [

1864 @ FQ Criteria Met

ASWE ACE Provider ID Pre-Qualification

k‘i‘d [LyL23) 1 ? [LLL23) 1 ij [y 1
PROVIDER APPROVAL APPLICATION COURSE SAMPLE COURSE INSTRUCTOR

E Provider Information

## Pravider Staff

W Provider Approval Application

Application Approval
Status Date
[ .} Approved 1 023

ﬁ Course Sample

Delivery
Status Farmat

Next Renewal Due
Date

10/1/2024

Course Title

- SYSTEM FILES
ﬁ ASWEBP Renewall
+ Add New

Expiration Course Delivery i

Date Formats FILES e

1117024 F B File-Fx_providers_org_staff_resume.Do

. File-Fx_ &5, Do

Cosponsor Agreement Conference . File-Fx_provi % A TPt R, 1 O
Link Link -



