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FYI - Organizations who have submitted an application have access to the DDCT (and
certification list).

Instructions - How to copy the Certification list from the Demographic Database Collection Tool
Database

1. Go to your organization’s dashboard
e Select In Progress
NOTE: if you do not have an “In Progress” DDCT report, you will need to “Add New
Report” to access the Certifications.
e The General Information page will need to be completed and “Saved.”
NOTE: If you do not intend to use this same draft report later, please “Delete” the “In
Progress” report from the dashboard.

ome ~“mage Reports My Account About Contact Help

ange O n Dashboard tanage Users. Frequently Asked Questions.

wr  AddMewReport | Change Npanization  Update Organization  Download XML Schema  Import New Report From XML
Report Dashboard
Information pertaining to your organizatiglfs, reports and users is shown below.
Ogganizations
$lagaress _______________ ¢lvee 4 |1 0f 0, 0 Reports + 1 ppiication #
DDCT Test 8515 Georgia AvenueSuite 800, Sitver Spring, Maryland 20310, U Child 1 30282017 o Edit Date

2. Go to the new report and click “Review.”

Reports

oMo Name

DDCT Test
2024 Jane Doe

MPD Name 4 |End Date ¢ m Edited By 4 |Edited On + |Actions

Py
4

John Doe 12/31/2023  In Progress Pamela Petto Jan 23, 2024 at 2:38 PM

3. Go to the Certifications section and click “Edit.”
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DDCTTest Change

Home  Administation  ManageReports  MyAccount  About  Contact  Help

Change Organization  Dashboard  ManageUsers  Frequently Asked Questions

Review Report
Please complete each section listed below in order to complete your report and submit it for review. Sections which have already been visited are collapsed by default (you may roll over these sections for more options). The sections that are expanded by default require
attention before the report may be submitted

Organization Information

Enter general information

out your organization

NGTE: When you select an Organization Type on this s

General Information

Enter detaile

Details

Certifications

Select the ions for which, will report

~ Details

Enter your responses to demographic-related questions about your organization. Hospital Units must be you may enter the
Attachments
Enter up to 5 attachments related to this demographic report for your future reference.

Submission Summary Report
Click the "View" button to view the summary data for this report

4. On the left-hand side of the screen under “Available Certifications,” you will find the
current list of accepted Certifications.
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Logged in as: Pamela Petto ~ Logout
g o DDCT Test  Chany
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Home  Administration  ManageReports  MyAccount  About  Contact  Help

Change Organization  Dashboard ~ Manage Users  Frequently Asked Questions

Load from a Previous Submission
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Selected Certifications
lick the "Add” button below to select the cerifications. Click one or more certifications and then click the "Remove” button below to de-select the certifications

Available Certifications
Click ane or more certifications and the

Pathology (ASCP) Board of Certification

ACCNS-AG®

Adult-Gerontology Clinical Nurse Specialist (wellness through acute care)
American Association of Critical Care Nurses (AACN Certification Corporation)

ACCNS-N@
Neonatal Clinical Nurse Specialist (wellness through acute care)
American Association of Critical Care Nurses (AACN Certification Corporation)

ACCNS-P®
Pediatric Clinical Nurse Specialist (wellness through acute care)
American Association of Critical Care Nurses (AACN Certification Gorporation)

ACE Health Goach Certification
Health Coach (formerly Lifestyle & Weight Management Consultant) <l
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5. To highlight and select all of the certifications:
a. click to highlight on the first certification on the list, hold down the “Shift” key on the
keyboard
b. use the mouse to scroll down to the end of the list
c. click to highlight on the last certification on the list.
d. While the list is highlighted, right-click on the list and select “Copy.”

2 AMERICAN CREDENTIALING CENTER
: ) C | Logged in as: Pamela Pefto ~ Logout
ATA COX Working on behalf of- Forize DDCT Test ~ Chany

DEMOGRAPHIC DATA G =

Home  Administration  ManageReports  MyAccount  About  Contact  Help

Change Organization ~ Dashboard ~ ManageUsers  Frequently Asked Questions

Load from a Previous Submission

Certification Selection

Search (Name): | Certifying Body: | (All) v

Available Certifications Selected Certifications
Click one or more certifications and then click the "Add" bution below to select the cerifications. Click one or more certifications and then click the "Remove” bution below to de-select the certifications

MLA(ASCP) 0
Medical Laboratory Assistant
American Society for Clinical Pathology (ASCP) Board of Certification

ACCNS-AGE
Adult-Gerontology Clinical Nurse Specialist (wellness through acute care)
American Association of Critical Care Nurses (AACN Cerification Corporation)

ACCNS-N®
Neonatal Clinical Nurse Specialist (wellness through acute care)
American Association of Criical Care Nurses (AACN Cerification Corporation)

ACCNS-P®
Pediatric Clinical Nurse Specialist (wellness through acute care
American Association of Critical Care Nurses (AACN Certification Corporation)

ACE Health Coach Certification
ifestyle & Weight Management Consultant) .
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6. Paste the list onto the document where you plan to save your list (e.g., excel, word, or
other format).

File

Home Insert Ww Pagelayout Formulas Data Review View Automate Help

2 Cut 7 A A b P — 2 AutoSum >
: s A A v 2 WrapText [General <4 Bl @ m &8 = e
[ Copy ~ N ~ Fill ~
< I U~ & A = EMegesiCenter - $ - % 9 G 5 FC””d:t"’"s‘ F?r"b"‘m‘ Good Neutral S| | Insert Delete Format R
< Format Paig ormatting - Table ¥ SO Clear~
1) Font N Alignment N Mumber N Styles Cells Editii
AL v i Jfr MLA (ASCP) Medical Laboratory Assistant American Society for Clinical Pathology (ASCP) Board of Certification
C D E F G H 1 J K L M N o P Q R S T u v w

Yo P® Pediatric Clinical Nurse Specialist (wellness through acute care) American Association of Critical Care Nurses (AACN Certification Corporation)
ACE Health Coach Certification Health Coach (formerly Lifestyle & Weight Management Consultant) American Council on Exercise

ACE-CMS Medical Exercise Specialist (formerly Advanced Health & Fitness Specialist) American Council on Exercise

ACE-CPT Personal Trainer Certification American Council on Exercise

ACHPN® Advance Certified Hospice and Palliative Nurse Hospice and Palliative Credentialing Center

ACHPN® Advance Certified Hospice and Palliative Nurse National Board for Certification of Hospice and Palliative Nurses

10 ACNP-BC Acute Care Nurse Practitioner - ANCC American Nurses Credentialing Center (ANCC)

11 ACNPC-AG® Adult Gerontology Acute Care Nurse Practitioner American Association of Critical Care Nurses (AACN Certification Corporation)

12 ACNS-BC Adult Clinical Nurse Specialist American Nurses Credentialing Center (ANCC)

13| ACSM-CEP ACSM Certified Clinical Exercise Physiologist American College of Sports Medicine

14 ACSM-Certified Perscnal Trainer Certified Personal Trainer; Exercise Specialist; Clinical Exercise Specialist; Health/Fitness Instructor; Registered Clinical Exercise Physiologist A
15 ACSM-EP ACSM Certified Exercise Physiologist American College of Sports Medicine

156 ADM-BC Advanced Diabetes Management (Specialty Certification) American Nurses Credentialing Center (ANCC)

17 AE-C Certified Asthma Educator National Asthma Educator Certification Board

12 AEMT NREMT-Advanced Emergency Medical Technician National Registry of Emergency Medical Technicians

12 AFN-BC Advanced Forensic Nursing American Nurses Credentialing Center (ANCC)

20 AGACNP-BC Adult-Gerontology Acute Care Nurse Practitioner American Nurses Credentialing Center (ANCC)

»1 AGCNS-BC Adult-Gerontology Clinical Nurse Specialist-Board Certified American Nurses Credentialing Center (ANCC)

4
5
6
7
8
9

7. Please delete DDCTs “in progress” that were started to be able to export a list of current
certifications.

2023 xx XX 12/31/2022 In Progress Pamela Petto May 24, 2023 at 3:23 PM

8. The DDCT certification list will be updated at the end of each quarter and is subject to
change based on accredited certification expiration dates and newly accredited
certifications.



