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What Isthe Provider Web Tool ?

ACPmBasdevelopeda systento aidin the collecion of activity relatedinformationsubmitted from
ACHn | O eNBdvidersandredistributionto the PK I NJY | I@arringASs&anceNetwork (P.L.AN.).
The ProviderWeb Toolhousesall ACPEctivities submitted by the providerandwill generatea unique
UniversalActivity Number (UAN)for eachsubmittedActivity DescriptionForm(ADF). TheUAN will be
usedon all promotionalmaterialandeventudly submitted to CHEMonitor®,the ACPEredt processing
systemto award ACPEredt to learners.

User Process

How Do | Get Started?

The ProviderWeb Tool has beendedgnedto allow useraccessonly once an organization haveen

accredted. The Coninuing Edu@tion Administiator (CE) will be assignedheir own usernameand

passwordby ACPEstaff. That login credential is the samefor both the ProviderWeb Tooland CPE
Monitor®.

All usersin the ProviderWeb Tooland CHE Monitor® arerequiredto havetheir own usernameand
password ACHE doesnot allow the sharingof the samelogin among provider staff. ACPEequires
docunentation of all personsvho haveaccesgo thesetoolsin the eventthere is need to deactivate
auserwho still hasaccesgo sensitivecreditinformation.

If the ACPEproviderhasstaff who will be utilizing the ProviderWeb Tooland/or CHEMonitor®,the
CE/or Qupervisorshouldsubnit the following:

! EmailACPBtaffat pwt@ad_JS 1t | O O Nigyiesingactesdor the user
1 Pleasdancludethe dza Sniddieandemail address
1 ACPHvill create a new user accaint and emailthe usertheir login credentials

If ACPBproviderrequiresa userto be deactivated(i.e. the useris nolongerwith the orgarization,no
longerworkingin the onlinetools, etc.), pleaseemail ACPEtaff to request the deactivationof that
dza Saddauit. ACPEancreateal list of currentactive usersfor the providerto reviewanddetermine
who shouldbe deactivatedor remainactive.
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How Long Does It Take?

Pleag allow ACHE staff up to two businessdaysto assigna new user login after receivingthe
requestfrom the LIN2 @ XCR/SrIQIpeivisor.

Logging In

Oncethe user hasobtained login credentials from ACHE,they canaccesghe ProviderWeb Tool

login pagethrough the ACPE websiteat https://ww w.acpS 1t I ed@it@iglcontinuingreR dzO | (i A 2 v 1t
providS NJt | O O NJerrtlicKihkerél Rleag enter the assigned povider ID (4 digits), username
andpasswodto login.

Toedit an assignedogin credential, name, or emall address please click the My Accountlink in
the upperrt NJcaierof the homepageheaderto update this information.

Oncelogged in the ProviderWeb Tod homepagewill appear There are boxed quegion marks
listed next to specificsekectionsthroughout the entire tool that provideadditiond guidanceabout
thoseselections.

c elcome Test User
creditation Council for Pharmacy Education Home @ Feedbeck | Logoft

Session Expires In: 60 minutes

Weilcome to the Provider Web Tool! The ACPE Provider Web Tool was recently updated to include:

«A “Print C "™ option for pr stoprintaC of ACPE Acc

* The Topic Dx are more please make your best effort to select the appropriate topic designator in that some
state boards of have specific ist licensure related to these topic designations.

* The questions within the Grant Support tab are more streamiined.

« The “Request Change in Activity” form instructions are more clear.

- The keyword lists are updated with some new terms.

If you have any questions or comments, please submit to ceinfo@acpe-accredit.org

Activity Forms Forms
What would you like to do: What would you like to do:

Create A New Activity 2 Request Change In Activity

. Provider Verification Form
Edit An Existing Activity
Accreditation History

Copy An Activity Print Accreditation Certificate
Search Existing Activities | - ACPE Logo

P.LAAN. Logo

Assuring and Advancing Quality in Pharmacy Education
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Activit y Forms

Providersarerequiredto submit Activity DescriptionForms(ACR to the ProvideMWWebToolat least
14 daysprior to the initial releasedate of an activity. TheProviderWeb Toolallowsthe provider to
enterinformationrelevantto the activity,includngthe following:

Releaseyear

Sequence number

Learnerdesgnation (Pharmadsts¢ P or Pharmacy Tednicians¢ T)
Title of the activity

Learrningobjectives

Topic designator

Gontaa hoursor Gontinuing Educaion Units (CBUJs)
Releaseand expiration dates

Jant providership information

Live dates/locationsfor live activities

Famat

Home study format

Receipt of grantsupport

<< << <K<K <L<

ADFsare retainedin a databaseaccessible atall times by ACPEstaff. Providersthat produce CE
content must reviewthe materialat leastonceevery three years(or morefrequently) if indicated
by new scientificdevelopments.If an ADF expiresandthe providerdesiresto continue the activity,
the providerwill needto assigra newUAN.Thisnew UANensuesthat the providerreviewedthe
content for currencyand accuracy and updatedthe contentif necessaryProvdersare requiredto
updatetheir forms asnecessaryandto monitor the submissiorof the forms on a regular basigo
ensurecomgiance.

Onthe Provider WebToolhome page, the lef(i Tirid kidecontains asectiontitled Activity Forms.
Thissectionis designedfor submitting new ADFsediting an existingADFand searchingfor an
existingADF.

All selectionsgn this sectionarelisted below:

Createa New Activity
Edit An Exsting Activity
CopyAn Activity
SearchExsting Activities

= =4 =4 =4
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Create a New Activity
ClickCreat A NewActivity.Onceyou are on the main landing screenyou will seethree options:

1 StartA New Activityis beginninga new ADF.

1 PendindActivitiesare ADFghat havebeen savel for editing, but not yet submitted
to the ProviderWebTod anda UANhas not beenassigned.

9 CreateActivity From Tenplate are ADFtemplatesthat have saved content and
selectiongo be reused again to generate a newADFand UAN.

STARRANBENACTIVITY
Tocreae anew ADFand generate a new UAN, click Beginunder Start A New Activity

provider web tool ==
Accreditation Council for Pharmacy Education
v2.2.6394.19993

®

Add Activity

Welcome Test User
HOME | My Account | Feedback | Logoff

Session Expires in: minutes

Please read carefully the instructions on each selected page before proceeding with your entries.
You can create a ADF three ways:

You may start a new ADF

You may edit a ADF that you have previously saved, but not submitted

You may add unique information 1o a tempiate that you have previously saved. A tempiate is typically created and used for
those programs that will share mast of the same information (1.e. date, location, elc.).

Start A New Activity Pending Activities Create Activity From Template

test (5/1/2017)
You will need to fill in the form test template (4/20/2017)

[ Remove | Est | it i

Add T

T

Assuring and Advancing Quality in Pharmacy Education

©2017 s Reserved. « 135 S. LaSalle Street, Suite 4100 Chicago, IL 60603-4810

Council for F y - All Righ
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AnopenADFwill show the followingtabs GenerallearningObjectives, KeywordsGrantSupport
and a Format tab (this tab will defaut to Home StudyFamat). All tabs must be completed to
successfullgubmit an ADFandgeneratea UAN. Theselectionamade here on the Generatab will
populatein the final UAN.

Thereare five selectionsavailablein the taskbarwhen working in an ADF:
1 Submitto ACPEfficiallysubmitthe ADFto the Provider Web Tool if all

informationis compkte and accurate Oncesubmitted,a unique UANwill be
generaed for that specific ADF.

Provider Web Tool User Guide



I SaveSubnit LaternSaveanyprogressand comebadk at a laterdate to

compkete the ADFand submit. Allwork will be saved andthe ADFis not yet

submittedto the ProvidetWebTod and doesnot have an assigne UAN (you

canretrievethis ADFin the Perding Exsting Activitiesoption)

Save Keep EditingnSavethroughoutthe editing processin real time.

CanceProgramriThisoptionisto carcd alreadysubmitted ADFghat will no

longertake place. Creditcannot be submitted agains a canelled ADF.

f Main MenuriSendsthe userbadk i 2 | ham@paya.Unlessthe Save,
Submit Later button or Save, KeepEdting button hasbeenpressedjust
clickingthe Main Menu pagewill not save anywork.

= =

[ Submit To ACPE H Save, Submit Later Save, Keep Ediing | |  Cancel Program H Main Menu ]

[ General Learning Objectives Keywords Grant Support Home Study Format ‘ !

Year Activity Is Being Released: |l7 v
Sequence Number (0001 - 9999): (023 B

Title |

Tal - =

Au:,ﬁ‘m [Jpharmacists ] Pharmacist Technicians ] Other ]

Topic The Topic Designator is the last 2 digits of the Universal Activity Number and should be designated as follows:
Dss'wtor 01: Disease State ug Therapy - that addreszz drugs, drug therapy, and/or dizeace states.

02: AIDS Therapy - activities that address therapeutic, legal, social, ethical, or psychological issues related to the
understanding and treatment of patients with HIV/AIDS.

03: Law Related to Pharmacy Practice - activities that address federal, state, or local laws and/or regulations affecting the
practice of pharmacy.

04: General Pharmacy - activities that address topics relevant to the practice of pharmacy other than those included in the
classifications of drug/disease therapy related, HIV/AIDS therapy related, and law.

05: Patient Safety - activities that address topics relevant to the pe of errors and the or
mitigation of patient injury caused by healthcare errors.

06: Immunizations - activities related to the pr of e,

administration procedures, proper storage and disposal, and record keeping. This also includes review for appropriateness or

contraindication and identifying and reporting adverse drug events and providing necessary first aid.
07: Compounding - activities retated to sterile, nonsterile, and hazardous drug compounding for humans and animals. This

includes best practices and USP quality testing and control, record keeping, error
detection and , and continuous quality hvvvement processes.
[ Setect - ~
Activity Type @ Knowledge O Application O Practice I~
Regularly
Scheduled @NoOves I
Series
Activity ® (@) O 7
£ t ® Home () Live () Home and Live
REMS-RPC — ~
Funded ©NoOves K2
Contact Hours — cor-ces
Release Date > Planned Expiration Date | 3
Joint
Providership 2. Activity Status Yot Submitt ¥
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GENERATAB
1 TheYearwill automaticallypopulateto the currentyear.

1 Thesequencenumberis a unique identification number assignedo an individual
ADFand will identify that course inthe final UAN. The seqtence nunber will stay
the sameif multiple target audencesor formats are selectedand multiple UANs
aregenemted.

i. Clickthe green pound signto seeall availablesequencenumbersif youdo
not wantto use the autorpopulatednext numberin that field.

i Enterthe correcttitle of the ADF.

1 Selecthe targetaudience(s).
i. If onlyoneaudiencds selectedonly one UAN will be geneiated.
ii. If both Pharmacists andPharmacyTechricians areselected,two UANs
(with the same sequence number) will be generated, one UANfor each
respective audience. & h (i K &aekEnot generate a UAN, but those
professionsare requiredto belistedin the Generaltab field (e.g. MD,RN,
PTEMT etc.).

1 Selecthe correcttopic designatorthat beg fits this ADF.
i. Thetopic designatornumber will populate in the final UAN.
ii. Pleasebesureto select the correctdesignator,asanincorrecii f @ ml 3 a A 3y SR
topic designator may affect af S I NIc&hdlire a

1 Selectthe type of activity that bestfits the ADF(either KnowledgeApplcation or
Practice).

i. Eachactivity type has a specificcredt amount requirement, so when
indicating the amountof credit pleaseensure it is appropriatefor the type
of activity.

ii. Foradditional guidance related to Krowledge, Appication and Practicert
based activity types, please see Policy 2.0 in APEQ &Policies and
Procedures

1 Ifthisactivityisa Regularhschedled Series(RS)§ pleaseselectYes.
i. Youwill notice the only format option availableis Live and the Live
Dates/Locationsab will populate.
ii. Theexpiration date of any RSSactivity will defaultto one yearfrom the
releasedate and cannot be extended.
iii. Foradditional guidance regardingRSSactivitiespleasereview! / t 9 Qa
Tools and Resourcegeb page

1 SelectActivity FormatEah format you selectwill populate atab associatedvith
that format. Theformat will populatein the final UANwith either an H for Home
study,anLfor the Liveformat, or Bfor Bothformat (Practicebasedactivities).

Provider Web Tool User Guide 6
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I.  Home study format: Enduring content that doesnot havelive interaction
between the speakerand audence. Theseactiities are valid for a
maximum three years, and any date between the 3 year release and
expirationdate is a validdate of participation to clam credit.

ii. Liveformat: Liveinteraction between the speakerand audience. While
theseactivitiesare validfor amaxmum three years, specificlive datesand
locationsmust be submitted and the learner canonly claimcredit on those
specifidive dates.

iii. Home and Live format: the sameactivity content is beingconducted, but
in two different formats. The first format (Liwe) is conducting the content
at a live sessionwith reaf Tt (i $p&aker/audience interactionand the
secondformat (Homestudy) is arecordingof that samelive sessiomposted
as enduring content. Two UANSs (same sequence rumber) will be
generaked if this sekction is made. Learnersattending the Home study
session wilreceiveHome study credit with the HIUAN,and the learmers
attendingthe live sessiomwill receivelive credit with the LTUAN.

iv. Both format: this specific formatis only assigned toPracticert Gsdd
activities(what usedto be calledcertificate progrars) when the Homeand
Live format is selected.When the Practiceradio button is selected,the
systemwill automatically voidthe contact hour fields on the General tab
and will move a contact hour field to the format tab(s)The provider an
designatethe exactcontact hour amount in the upperrighttt K | cgriferof
eachformat tab.

U If the activity format of Home and Live is selectedfor a
Practicebasedactivity,aB (for & © 2 twi gopulate in the
final UAN,indicating thisactivity requiresboth the home
study portion and live portion to be compkted for the
learner toclaim credt. Each format hasdifferent cantent
and a different credit amount can be applied to each
format tab to make a cumulative credit amount for the
entiret NI O0 A OS o This & Riffeter®d thandne G & ©
Home and Live format for Appication andKnowkeR 3 S 1t
basedactivities, wherethe Home and Live format is the
samecontent, but created in two different formats and
creditisdesignatecbn the Generatab.

v. For additional gudance around Live, Home, and Both activity formats,
pleaseview Policy5.0in ACEEQ Policiesand Procedure.

1 Indicate if the ADFs a RBMS(RiskEvaluatiorand Mitigation Srategy)iRPGunded
activity. For additional guidance and requirements around REMSRPCfunded
activities,pleasereviewPolicy14.0in! / t Bdxédesand Proedures.

1 Typeinthe correctcontact hoursto be awarded.
i. Inthefirst box,typeinthe numberof contacthours(60 minutes=1 contact
hour). Taboverafter enteringin the contacthouramountand the Provider

Provider Web Tool User Guide 7



Web Toolwill convertthe contact hour amountto ContinuingeEducation
Units((B Q &Pleaseote: 1 contact hour=0.1CEU)

ii. Ensurehe creditamountis appropriatefor the selectedactivity type
(Knowlalge,Appliation, Practice).

1 Selectthe releasedate of the activity. The releasedate is consideed the date the
ADFcontent is availableto the public. By selecing a releasedate, the expiration
date will defaultthree yearsin the future. This expiration date canbe shortenedif
desired(2 years 1 year),but cannot be extendedpast3 years.Once an ADFpasses
its expiration date,that ADF and UAN s no longer valid and credit canrot be
submittedagainsthat activity.

91 Indicate if this activity has, or has not been jointly provided, with another
organizationTheYesthe 9999numberwill populatein the final UAN,indicating it
is jointly provided. TheNo selectionwill populate a0000 number in the UANif
directly provided through only the ACHET | O ieNJprBvide. For addtional
guidancearound joint providershipgpleasereviewPolicy 3.0of A 9 Eddciesand
Procedures

Pleaseaeviewall information on the Generaltab ensuringaccuracy andclickthe next tab, Learning
Objectives.

Provider Web Tool User Guide



LEARNINGOBEQIVES
A learningobjective box will appearfor eachaudence previoudy selectedon the Gereral tab
(Pharmacsts, Pharmacyfechnicians Other).

Fillin the specificand measurableobjectivesfor eachaudience(s). Objectiveanust be filled out for
eachindicated audencein orderto submit an ADFPlease reviewall objectivesandmove on to the
Keyworddab.

‘ Submit To ACPE ‘ [ Save, Submit Later ‘ | Save, Keep Editing | [ Cancel Program ‘ [ Main Menu

\ General Learning Objectives Keywords Grant Support Home Study Format

Please note that learning objectives should be specific and measurable. The learning objectives should also be specific to
the type of target audience selected. If both pharmacists and pharmacy technicians are selected as the target audience,
learning objectives may be different based on the content.

Learning Objectives-Pharmacy

At the completion of this activity, the participant will be able to:

Check Spelling

Learning Objectives-Pharmacy Technicians

At the completion of this activity, the participant will be able to:

Check Spelling

Assuring and Advancing Quality in Pharmacy Education
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KEYW®DSTAB
TheKeywodstab is a requiredfield wherethe userselectscertain keywordsrelating to applicable

topicsand/or drugsand devicesspecificto an ADF At leastone keyword mustbe selected.

Onlyif an ADFis a Regulaly Scheluled Series(RSS)will the Keywords tabnot populate,and the
appropriate RSSopics will be indicated as Subgcts in the Live Dates/Locationgab, which are
requiredto be completed.

Add Activity

Please enter data into all tabs prior to clicking save. Please note that if you are making edits to an existing ADF, the fields in Blue
cannot be altered. If you need to change any of the fields in blue, please complete the Request Change in Activity form. If you have any
questions, please contact ACPE.

l Submit To ACPE l l Save, Submit Later ] l Save, Keep Editing ] [ Cancel Program ] | Main Menu ]

General Learning Objectives Keywords Grant Support Home Study Format ‘

Classify your CPE activity by selecting keywords from either or both of the keyword lists below. After selecting your
keyword please click on the corresponding Add >> button. At least one keyword must be selected. You may select as
many keywords as you deem appropriate.

Available Keywords Your Activity's Keywords
Topics: Alzheimer’s Disease
[Alzheimer's Disease v] Add >> Antidepressant Agents
Drugs and Devices:

[ Antidepressant Agents V|| Add>>

RemoveSe(ectedlteml I Remove All

Assuring and Advancing Quality in Pharmacy Education

© 2017 Accreditation Council for Pharmacy Education - All Rights Reserved. « 135 S. LaSalle Street, Suite 4100 Chicago, IL 60603-4810
Phone: (312) 664-3575 « Fax: (312) 664-4652 + ceinfo@acpe-accredit.org * Site Help

ees

1 Thenex screenis an example of an ADFthat hasbeen created as an RSS,where the
Keywordgab is missingout in its placeare Subgct fieldsnext to eachRS3ive date
indicatingthat a S & atbpcy Q a

Provider Web Tool User Guide
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Accreditation Council for Pharmacy Education HOME | My Account | Feedback | Logoff

v2.2.6394.19993

Session Expires In: 60 minutes

Edit Activity

Please enter data into all tabs prior to clicking save. Please note that if you are making edits to an existing ADF, the fields in Blue
cannot be altered. If you need to change any of the fields in blue, please complete the Request Change in Activity form. If you have any

questions, please contact ACPE.

[ Submit To ACPE H Save, Submit Later || Save, Keep Editing H Cancel Program H Main Menu

Grant Support Live Dates/ Locations

{ General Learning Objectives

To add dates and locations, click on the Add Dates/Locations first. If you would like to add multiple dates and locations
from a personal file please click on Upload Multiple Dates/Locations. If you would like to remove the last entry, click on
Remove Last Entry. If you need to remove all entries, click on Remove All Entries.

Add Dates/Locations ] [ Remove Last Entry ‘ | Remove All Enmes] l Upload Multiple Dates/Locations

Available
Subject To Cancel
P.LAN®

City/ URL/ Channel/ Phone

Live Format Date Number

Seminar v l8/1/2017

[ seminar vl [or172017 | [iL V| [chicago | [pialysis v O O
e = N3
[seminar V| [117172007 | [l v| [chicago | [cancer vl O O

Assuring and Advancing Quality in Pharmacy Education

Pleag reviewall keywordadditionsand mowve to the GrantSypport tab.

Provider Web Tool User Guide
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GRAN SUPPORTAB
Pleag indicate if this ADFhasreceivedanytype of grant support.

1 If Yesasecondsetof quegionswill appea requestingadditionalinformation.

9 If No,there are no other fieldsto compete.

1 If Pendng,pleasereturnto this GrantQupporttab prior to the releas of the activity
andchangethis selectionto either Yesandfill out the addtional quesionsor No once

that grantsupportinformationis known. Pleag ensure this informationis carectand
move on to the Formattabs.

Add Activity

Please enter data into all tabs prior to clicking save. Please note that if you are making edits to an existing ADF, the fields in Blue

cannot be altered. If you need to change any of the fields in blue, please complete the Request Change in Activity form. If you have any
questions, please contact ACPE.

| Submit To ACPE ] | Save, Submit Later ] | Save, Keep Editing | | Cancel Program | | Main Menu

{ General Learning Objectives Keywords Grant Support Home Study Format

Questions regarding any financial specifically for accredited CPE activities.

1. Financial support was obtained for this CPE activity. * ®@Yes O No O Pending
2. If you answered “yes” to #1 above, please check all that apply regarding this CPE activity:

[[] financial support was provided by a commercial interest (e.g. pharmaceutical and/or device manufacturer)
[[] financial support was provided by a non-commercial interest (i.e. foundation, government, etc.)

[[Jfinancial support was provided by only 1 grant supporter
[[Jfinancial support was provided by more than 1 grant supporter

[[] fully supported (100%) by grant(s)
[[] partially supported (<99.9%) by grant(s)

[CJactivity would be conducted despite receipt of grant support
[[Jactivity would not be conducted if grant support was not received

Items with an * must have a response before proceeding.

Assuring and Advancing Quality in Pharmacy Education
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FORMATABS

Dependng on the activity format selectedon the Generalpage, a Home Sudy Formattab will
populateif the Home radio button is selected A LiveDates/Locationsab will populate if only the
Liveradiobutton isselected Bothformat tabswill populateif the Home andLivebutton isselected:

HomeSudy Format:

A Selecif the final Homestudy UAN shoubl be advertisedin the P.L.A.Ntool

A Indicate the format(s) associatedvith this Homestudy

A If an ADF hasalreadybeen submittedto the ProviderWeb Tod asa Home
studyformat but due to scheduing,etc. that format will no longerbe used,
there is a cancellation lutton. Credit cannot be submitted agains$ the
Homestudy UANfor an ADFoncethat format is cancelled.

Provider Web Tool User Guide 13



