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Q,ACE Responding to Review Items

ASWB approved co

Once a course application has been reviewed by ACE, if responses or revisions are required, an
email will be sent to the provider and the application will be in a status of “More Information
Needed”.

CE organizations are encouraged to submit responses and/or revisions within 30 days.
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After successfully logging in and clicking the Providers module,

‘ EE MY PROFILE |‘ A PROVIDERS ‘

Open the provider record from the dashboard either by typing the provider name in the search icon
in the top right corner of the screen or click the provider name in the /

my recent records box.

L + ACE DATA ENTRY 1 .

v H Providers Home / Providers / Dashboard

PROVIDERS v MY QUELE  ~ REVIEWS v MAP VIEW v

Access the ACE handbook here.

User guides are now available in the Knowledge Base module within this online systgpff. Access the Knowledge Base from the welcome screen upon initial login to the system or navigate to the Knowledge Base from this screen by selecting providers in the top left corner of this screen and then Knowledge Base from the module drop-
down options.

DASHBOARD
+ Add Chart + Add Custom Pod & Reset Dashboard Q, Browse Datasets
MY RECENT RECORDS MY ASSIGNED MY UPDATE REQUESTS
B CE Provider Test 0318 (#6291) Test Contact 3: Primary Contact - Provider Staff
i 2024 Renewal-Provider Renewal: 12/10/2024 (£1976) Test Contact 2: Licensed Social Work Consultant - Provider Staff

Test Contact 1: CE Director - Provider Staff
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The review is accessible from the provider details o
. . CE PROVIDER TEST 1205
page of the provider record. Each section of the
provider details page iS expandable and B Q & a8 b0 ® # Modify B Provider Detail Create New ... v (=
collapsable by clicking the section. If sections of T ———— ® PQ Criteria
, 5440 1973 Vet
the record expand by default, it may be
necessary to collapse them or scroll down the P'e*‘”al‘Tf:e‘*PP'°"a‘ o Quag;i;tim
provider details page to see all the sections.
all Section Counts .
If updates or corrections are required, the course
. 3 3 c c ﬁ Provider Information M
application will be in a status of “More
Information Needed”.
N Provider Staff + Add New v
Expand the Course — Individual Approval section \
and click view to open the course application ER) Course - Individual Approval +addNew [T
(see next slide for accessing the review from the
course application). & Change Request +addnew [ °
The Reviews section shows all review reports for Fees and Payments v
courses submitted to ACE. 3
I'} Reviews - Provider + Add New  View v
Expand the Reviews — Provider section and click
view to open the review and view the review it A v
notes.
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CE PROVIDER TEST 1205
EMDR Test Course (ASWB Course |D:6347) @

B Provider Details # Modify Entry L (=

m Reading-based asynchronous distance learning

. . More Information
5440 5916 Recorded asynchronous distance learning 1873 Needed
3 t t Prequal ACE ASWB ACE ©® WF: Course
C ourse a p p ll c at lonsina Statu S Of M ore Provider Status Provider Approved Formats Approval Type Provider ID Approval

Information Needed will have a review section

that identifies the number of items from the / e T | Mhiisiadiitmts
course that require response or correction. / £ Reviews - Course Tie o e s P —
The Course - Individual Approval and Reviews Title ReviewType  ftems (Summary) = Resolved (Summary) Karen Crowe
sections may be expanded or collapsed by [ VO Test Course-Couse Approval: 282025 Course Approl 1 0 ot et Ve o et

Cpen link in new tab

clicking on them.

Open link in new window Karen Crowe

+ Add New ’ WF Level: Submitted and Under Review
) ) ) ) ) Cpen link in incognito window
Expand the Reviews section, right click view
Save link as... + Add New v

and select the option to open link in new tab.
This will open the review section in a separate
tab in the internet browser. Inspect

Copy link address




Using Multiple Browser Tabs

approved continuing education

Two tabs will now be openin the internet browser.
Click the second tab titled Provider: Reviews.

z r@ D | Providers: Records (Providers) b4 n Providers: Reviews x +
< G ) (o] https://aswb.webauthor.com/modules/fx_providers/fx_providers_xmreviews.cfm?id=2400&actionxm=Detail&xmsn=Record + Saved&xm_row_index=0 {‘Z-) ke ® {3 {é
3 Import favorites Ea Managed favorites £’ TriNet Login OEI ACE: Approved Con... [E:I ACE-Handbook-12... IEI ACE provider appen... IEI ACE individual cour... u - ACE: Approved Co.. IEI Look up a license -... l- PPD

% COURTNEY LANHAM

Home / Providers / |

~ @ Providers

PROVIDERS  ~ il REVIEWS  ~ MAP VIEW

EMDR TEST COURSE-COURSE APPROVAL: 04/28/2025
Review Detail e

1] L) & [&] (1] D # Modify Review Detail v =+

2400 H CE Provider Test 1205 Course Approval

(Eai[s] Provider Review Type Items Resolved

ol Section Counts

#'h Reviews

Created By BB Courtney Lanham
Modified By BB Courtney Lanham
Review Title EMDR Test Course
Review Date (5]4/28/2025 today
Provider ﬁ CE Provider Test 1205

Review Type Course Approval

Course Title B EMDR Test Course (ASWB Course 1D:6347)
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Review Detail

On the review detail screen, the

Review, I[tems and Review Details

sections are expandable and

collapsable by clicking in the blue

header of each section.

Expand the items section to view —

and edit the items that require
correction or response.

In this example, there are two

review items that require action.

\

EMDR TEST COURSE-COURSE APPROVAL: 04/28/2025

Review Detail

@

N

B Q & S [] ko # Madify Review Detail v =
i'h Reviews =
¥ -
¥ Items + Add New | 2
Provider
ACE File Provider Response
Type Field Resolved ACE Comments Upload Response File
Certific ~ ASWB will mark Course titles must be listed verbatim in all course materials. The course title in the ACE
ate of this item as course approval statement on the certificate differs from the course title listed in the
Credit RESOLVED afteritis  application for this course.
reviewed internally . .
ACTION REQUIRED: Confirm in response to this item that the course title will be
m updated in the ACE course approval statement on the certificate.
Learnin  ASWB will mark Reference standard 4.3 learning objectives in the ACE handbook. Learning objectives
g this item as must be written verbatim in all course materials and they must include action verbs that
Objecti  RESOLVED afteritis = outline what the learner will be able to demonstrate after completion of the course.
ves reviewed internally ACE does not accept verbs that cannot be demonstrated such as "understand”. Make

sure learning objectives are measurable or observable. They should not describe how
the learner will learn or what the instructor will teach.

“Understand” was used for several objectives submitted to ACE in the course
application. “Understand” is not measurable or observable




i

ASWB

ACE

approved continuing education

Opening Review ltems

Y ltems

+ AddNew 2 *

Click the pencilicon beside
each review item to open
the item for editing.

The field column in the
items grid identifies the
question in the course
application the review item
pertains to.

Type

Field

Certific
ate of
Credit

Learnin

g
Objecti
ves

Resolved

ASWB will mark
this item as
RESOLVED after it is
reviewed internally

ASWB will mark
this item as
RESOLVED after it is
reviewed internally

Provider
ACE File  Provider Response
ACE Comments Upload Response File

Course titles must be listed verbatim in all course materials. The course title in the ACE
course approval statement on the certificate differs from the course title listed in the
application for this course.

ACTION REQUIRED: Confirm in response to this item that the course title will be
updated in the ACE course approval statement on the certificate.

Reference standard 4.3 learning objectives in the ACE handbook. Learning objectives
must be written verbatim in all course materials and they must include action verbs that
outline what the learner will be able to demonstrate after completion of the course.
ACE does not accept verbs that cannot be demonstrated such as “understand”. Make
sure learning objectives are measurable or observable. They should not describe how
the learner will learn or what the instructor will teach.

“Understand” was used for several objectives submitted to ACE in the course
application. “Understand” is not measurable or observable.

ACTION REQUIRED: Revise the learning objectives so they are measurable and/or
observable. They must be updated in the promotional material and evaluation as well.
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Responding to Review Items

2024 RENEWAL-PROVIDER RENEWAL: 12/10/2024

Once the review item opens, ACE
review comments to include any
action required will be visible in

the ACE Comments section.\

Provider responses to review
items may be typed in the text box
labeled Provider Response.

Corrected documents may be \
uploaded by selecting choose file
beside the Provider Response File

field.

Click save entry after responding
to the review item.

1976 [ CE Provider Test 0318 2z

o
“
Items

Provider Renewal

¥
Type Action Required L
Date Posted B  12/10/2024 05:55 FM
\ Resolved
ACE Comments *
o o B I § U % x* T, Tvizv == AvBAv g~ =~ @ @~

Reviewers notice the old ACE approval statement is being used on certificates of credit. The ACE approval statement was updated in the handbook a few years ago. Reference standard 6.2
n the ACE handbook. The current ACE approval statement for use in promotional material and on certificates of credit is as follows:

[Provider name], [provider number], is approved as an ACE provider to offer sodial work continuing education by the Aszociation of Social Work Boards (ASWE) Approved Continuing
Education |ACE) pregram. Regulatory boards are the final avthority on courses accepted for continuing education credit. ACE provider approval period: [dates]. Social workers
completing this course receive [number] [type®] continuing education credits.

ACTION REGQUIRED: Confir ot wiews itemn that the current provider approval statement as published in standard 6.2 will be used in promotional material and on
certificates of credit for courses offering ACE credit
ACE File Upload = || Choose File
Provider Response
o B J & U x x* 7. TviZv == AvRA~ g~ =~ @ @~ w
Provider confirms.._..
Provider Response File = || Choose File
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After saving the provider
response and/ or uploaded
files, the system will return

to the item detail page.

Conduct a final review of
the response to the review

item from this screen. If

edits are needed, click
Modify Entry to reopen the
item.

If the response is complete,
click review details to return
to the review detail page.

Review ltems

2024 REMEWAL-PROVIDER REMEWAL: 12/10/2024
Items @

B Review Details | # Modity Entry | B Delete Entry | B o

1476 5170 [ CE Provider Test 0318 Provider Renewal 2 o
S N
Items, + Add Mew 2| =
Type
Posted By

Date Posted  12/10y2024 5:55 PM
Record ID 2152
Field Attendance Certificate - Course Delivery

Resolved ASWE will mark this item as RESOLVED after it is reviewed internally

ACE Comments
Rey s notice the old ACE approval statement is being used on certificates of credit. The ACE approval statement was updated in the handbook a few years ago. Reference standard 6.2
andbook. The current ACE approval statement for use in promotional material and on certificates of credit is as follows:

[Provider name], [provider number], is approved as an ACE provider to offer social work continuing education by the Assocdation of Social Work Boards (ASWBE) Approved Continuing
Education |ACE) program. Regulatory boards are the final authority on courses accepted for continuing education credit. ACE provider approval period: [dates]. Social workers completing
ive [number] [type®] continuing education credits

to this review item that the current provider approval statement as published in standard 6.2 will be wsad in promotional material and on certificates of

ACE File Upload

Provider Response
Provider confirms......

Provider Response File

Review Detail =

[Record No. 2152]

Renewal Application Status

Rencwal Start Dote /1272035




Review Detail- Provider Response and Uploads
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From the review details page,
provider responses and file
uploads entered in review
items are visible in the items
grid.

Once all review items have
been responded to, the last
step is to resubmit the renewal
application.

Resubmitting the renewal
application will update the
status from More Information
Needed to Submitted and
Under review.

The renewal application and
review responses will enter the
queue for ACE review.

2024 RENEWAL-PROVIDER RENEWAL: 12/10/2024

Review Detail

B & [C] (IR | ko] L & Modity Review Detail v [+

Fi Reviews.

\m—

+ Add Mew

Type Field Resolved ACE Comments
|_| |_| [El .o Attend | ASWE will Reviewers notice the old ACE EFDI
D tio ance mark this item | statement is being used on certificates
n Certific = as RESOLVED of credit. The ACE approval statement
Re ate - after itis was updated in the handbook a few
qu Course | reviewed wears ago. Reference standard 6.2 in the
ire Deliver | internally ACE handbook. The current ACE

approval statement for use in
promotional material and on certificates
of credit is as follows

- @

[Provider name]. [provider

continuing ed
Association of S

Continuing Educa [ACE)
program. Regulatory boards are
the final authority on courses
accepted for continuing education
credit. ACE provider approval
period: [dates]. Sodal workers
completing this course receive
pe”] continuing

I[P 2| PR Curent | ASWE will

The grievance policy must include a

ACE
Fils Frovidec

>
Upload = Response Provider Response File

Provider [jﬁle—fg_nrm'iders_xmle-.'iews_items_plmidel_lesponse_ﬁladoc
confirms.....
Grievance B file-fx oroviders smreviews items orovider response filedoc
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To access the course
record for resubmission,
either click on the first
browser tab where the
course record is still open
or click the red icon beside
the Course Title field to
move from the review detail
to the course record.

Re-submitting the Course

‘ Providers: Records (Providers) X Providers: Reviews X -+
o) https://aswb.webauthor.com/modules/fx_providers/fx_providers_xmreviews.cfm?actionxm=Detail&id=24008xm_row_index=0 Q

E’a Managed favorites  £' TriNet Login l:l ACE: Approved Con... !E:I ACE-Handbook-12.... l:l ACE provider appen... I:I ACE individual cour... - ACE: Approved Co... I_Ei Look uf

PROVIDERS v i'h REVIEWS ~ MAP

EMDR TEST COURSE-COURSE APPROVAL: 04/28/2025

Review Detail @

BB1] © & & o D # Modify Review Detail v -
2400 E CE Provider Test 1205 Course Approval 2 0

(£ [s} Provider Review Type Items Resolved

all Section Counts

#'d Reviews

Created By HH Courtney Lanham
Modified By BB Courtney Lanham
Review Title EMDR Test Course
Review Date [ 4/28/2025

Provider [ CE Provider Test 1205

Review Type Course Approval

Course Title B EMDR Test Course (ASWB Course |D:6347)

a

+ addNew 2

¥ Items
Provider
ACE File Provider Response
Type Field Resolved ACE Comments Upload Response File
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Re-Submitting the Course

PROVIDERS v

CE PROVIDER TEST 1205
EMDR Test Course (ASWE Course 10:6347)

B Provider Details & Modity Ertry = (C]

COURSE APPROVAL - ACTION REQUIRED: MORE INFORMATION NEEDED

Click the Re-Submit button at the
top of the course record.

SR ..ot

ST Reading-based asynchronous distance leaming

@ More Information

Recorded asynchronous distance learning

1873 Needed
Entry Prequal ACE ASWB ACE © WF: Course
Zn D Provider Status Provider Approved Formats Approval Type Provider 1D Approval
ﬂCoum - Individual Approval - WF: COURSE APPROVAL LOG

| Mors information Nesded |

Created By Wosmtdsbasbtmndinaceni
- Karon Crowe
Date Modified

The status of the record will update
from More Information Needed to
Submitted and Under Review. The

course record and the responses to

the review items will enter the queue
for ACE review.

CE PROVIDER TEST
EMDR Test Course

{ASWE Course ID:6347)

B Provider Detail & Moddy Ertry &
RS Reoding-based asynchvonous d o

r b @ Submitted and

5440 5916 Recorded asynchronous distance learning 1873 Under Review
Entry Prequal ACE ASWB ACE © WF: Course
Z 1o 2] Provider Status Provider Approved Formats Approval Type Provider 1D Approval
B Course - Individual Approval s B WF: COURSE APPROVAL LOG
Created By | Submitiad and Under Review |
222 Administration
Date Modified [ 4/29/2025 4:19 PM

Karan Crausa
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