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Provider Approval- Adding Courses to Online Search
Individual Entries

Organizations with ACE provider level approval may enter courses in the online system for listing in
the ACE online course search.

The online course search platform provides a centralized, user-friendly search for social workers to
find and enroll in courses easily.

Organizations may enter courses individually or via a bulk upload. Those interested in uploading
many courses via spreadsheet may reference the bulk upload user guide.

Courses will automatically be included or removed from the search based on the dates entered in
the course active and expiration date fields.

Course entries for the online search are added in the provider record in the online system. Only
registered users of the system that are listed as provider staff (Primary Contact, CE Director, Social
Work Consultant, CEO/Department Head) for an organization have access to the provider record.
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Access the online application portal from the following link
http://aswb.webauthor.com/
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Login to get started

(<]



http://aswb.webauthor.com/
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Login and click the Providers module.

MR KNOWLEDGE BASE ‘ ‘ B MY PROFILE ‘ ‘ R 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.
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v [ Providers

Home / Providers / Dashboard

PROVIDERS v y UE REVIEWS v

MAP VIEW v

Access the ACE handbook here.
User guides are now available in the Knowledge Base module within this online systep

[ 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
ik 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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From within the provider
record, click the Create New
dropdown and then click New
Provider Approval- Marketing
Course List.
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The following fields are included in the course entry screen.

Course title

City and State (for in-person)

Course/ Registration website

Course active date

Instructor(s)

Part of a conference
(Yes/No)

Course inactive date

Hybrid course (Yes/No)

Conference title

Course description

Semester or series course

Conference website/

- Synchronous distance

- Recorded asynchronous
distance

- Reading asynchronous
distance

- Cultural competence
- Ethics
- General

(Yes/No) registration link
Learning objectives Number of credits
Delivery formats Credit type Content level
- In-person - Clinical - Beginner

- Intermediate
- Advanced

Course dates
for in-person and/or synchronous

Jurisdictional content areas

- 23 items to select, as
applicable

Social work audience only
(Yes/No)

Target audience
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Complete all fields.

The course active and inactive
dates are for the time in which
the course should be included
in the ACE online course
search.

Courses may only be listed in
the delivery formats approved
by ACE for the provider.

Click Save Entry when
complete.

Entering Courses

CE PROVIDER TEST 0318

Provider Approval - Marketing Cowrse Lst

B[l 8 Povides Details

6291 2114
Provider Approved Formats Prequal ACE Approval Type ASWRE ACE Provider ID
Py Approval - Marketing Course List
Ci tered E 1i it der app Lthrough ACE in this section will appear in the ACE online ¢ h.
Provider Approval- Course Entry for Online Course Search
Course Title is required
Course Title ¥
Course Active Date ¥  Entar course active and inactive dates for the period of time in which the course should be included in the ACE anline course search.
=
Course Inactive Date ]
Descripti
Delivery Formats ¥  Select the delivery format{s) for the course
Oin-Person

O Synchronous Distance Learning
[ Recorded Asynchronous Distance Learning

Reading-Based Asynchronous Distance Learning

A There is ) field on this form that need addressing. B

v
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CEPROVIDER TEST 0318

Pravider Approval - Marketing Course List @
Once the course entry is saved, ' ’ e

the course entry detail page
will appear. Users may conduct | | =
a final review of the course B
entry from this screen. et T

B Provider Approval - Marketing Course List

Course Inactive Date
Description  test

Delivery Formats

If edits are needed, the user ——
can click the Modify Entry

State

button at the top of the screen.

. . . Is Hybrid Caurse m

Click Provider Details to return et o e

to the main provider record to e
enter additional courses.

Total Credits

Number of Credits 1

CREDIT TYPE
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All course entries will be visible in the Provider
Approval- Marketing Course List section of the
provider record.

All sections of the provider record are
expandable/ collapsable by clicking on the
section header.

Users can view the entries by selecting view
beside each course or may open the entry for
editing by selecting the pencil beside each
course.

The +Add New option on the section header —]
may also be used to add new course entries
after at least one entry has been made.

CE PROVIDER TEST 0318 @

Modify | B Provider Detail Crea
PROVIDER APPROVAL - PROVIDER APPROVAL - COURSE
- - - APPLICATION hd SAMPLE RENEWAL
PRD“IIR;QPPRCN.BL
MARKETING COURSE LIST
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[ Provider Information SYSTEM FILES

! ACE application uzer guide - Change request provid...

Provider Staff + Add New -
W ACE application user guide - Helpful tips
\§%) Provider Appraval - Application - W ACE application user guide - Individual course appr...
W ACE application user guide - Making updates
# Provider Approval - Course Sample + add Mew -
! ALCE application user guide - Pregualification request
o Provider Approval - Renewal - W ACE application user guide - Provider application
! ACE application user guide - Provider renewal
= Change Request + e rew -
! ACE application user guide- Change request course ...
Fees and Payments - ! ACE application user guide- Change request course ...

! ACE application uzer guide- Change request provid....

E Provider Approval - Marketing Course List / + s Mew s -

; ! ACE application uzer guide- Change request provid....
Course Active

Date

Course Title Delivery Formats

! ACE application uzer guide- Change request provid....

! ALCE application user guide- Provider renewal maki._..

m W ACE-Handbook-12.2023

| ||_| [4  Testcoursed | 2712025

|—| |—| [4 | TestCoursed | 2/1/2025 2/5/2026 m a ASWBProviderRenewalCourselistTemplate
Synchronous Distance Leaming ®  Cosponsor-Agreement-Template
[ | & | TestCoursel | 2/10/2025 4/10/2025 == B Frovider Agresment

Synchronous Distance Learming

W Renewing provider agreement
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All course entries made within the Provider
Approval- Marketing Course List section of
the provider record may be openedin a
grid by clicking on the number in the
section header.

CE PROVIDER TEST 0318
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L # Modify

B Provider Detail

Marketing Course List — Opening Entries in Grid

Create New ... w [+

PROVIDER APPROVAL - COURSE

SAMPLE

4

PROVIDER APPROVAL -
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Course Title

Course Test
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Test course 4

Test Course 9

Test Course 1

Course Active
Date

2/12/2025
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2/10/2025

Course Inactive
Date

4/10/2025

W ACE appl

Delivery Formats
W ACE appl

W ACE appl

SYSTEM FILES

cation user guide -

cation user guide -

cation user guide -

cation user guide -

cation user guide -

cation user guide

cation user guide

Change request provid...

Helpful tips

Individual course appr_..

Making updates

Prequalification request

- Provider application

- Provider renswal

cation user guide- Change request course .

cation user guide- Change request course .

cation user guide- Change request provid..

cation user guide- Change request provid..

cation user guide- Change request provid..

cation user guide- Provider renewal maki_..

m W ACE-Handbook-12.2023
m E ASWBProviderRenewalCourselistTemplate
Synchronous Distance Leaming ®  Cosponsor-Agreement-Template

m W Provider Agreement

Synchronous Distance Learming

W Renswing provider agreement
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From the grid, users may drag, move and sort columns, similar to Excel. Fields from the course entry can
be pulled into the grid by clicking on the gear icon and selecting the field from the list that appears on
e right side of the screen. \
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/ The list may also be downloaded to excel by opening the grid settings to the left of the gear icon.
Users may leave the grid and return to the dashboard by clicking the dashboard icon located just above
the grid settings icon.
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