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The Record: The Program Director’s Guide 
 
Accessing “The Record”: ASHP Accreditation Services Database which hosts the 
residency and technician program directories 
 
Links to both the new database and the public-facing directory can be found on the residency 
resources page at www.ashp.org. 

 
Access to the Pharmacy Technician Training Program Directory is open to the public without login 
credential requirements. 
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Access to the new database will be via your ASHP Single Sign-On (SSO) credential.  This is the 
username and password that you use to log into your ASHP account (accessing ASHP Navigator 

NOTE: The links depicted here 
for the Technician Program 
Directory hosted by The Record 
and the Accreditation Services 
Database (aka The Record) will 
not point to The Record until the 
go-live date of May 27, 2026.   
 
The links depicted here will point 
to the Technician Program 
Directory hosted by Armature 
and to the Accreditation Services 
Database (aka Fabric) until ASHP 
converts to The Record on May 
27, 2026. 
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and the ASHP Store for example).  The ASHP Single Sign-On is NOT your log-in information for 
Accreditation Services’ previous database “Fabric” (unless you manually set it up for the same 
credentials as what your ASHP SSO is).   
 
If reviewing this information prior to The Record Launch on May 27, 2026, to test your SSO: 
From the ASHP website (www.ashp.org),  select “Login” and enter your ASHP SSO username and 
password.  If you are an ASHP member, previously registered for a non-paid ASHP sign-on when 
registering for a conference or ordering from the ASHP Store, etc., you already have an ASHP SSO.  
The username is the email address which you used to register with ASHP.  Since your ASHP SSO 
may be affiliated with either a personal email address or a work/professional email address, make 
sure to try each first. If you are successful in logging in, then you will be able to access The Record 
once Accreditation Services Office communicates that is officially launched for public access and 
active in May. 
 
 

 
 
If the username and/or password that you used does not successfully log you into the ASHP 
website OR you know that you have never registered for an account with ASHP, select the orange 
“Join ASHP” button next to the “Login” link illustrated in the screenshot above. 
 
NOTE: While we highly encourage all program directors and other program contacts to join ASHP 
due to the many valuable membership benefits and education provided, you do NOT need to be a 
member of ASHP in order to have an ASHP account/SSO registered with ASHP. 
 
When selecting the Join ASHP icon, the below screen on the next page will launch: 

http://www.ashp.org/
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Select the “Register” button and the below screen will launch: 

 
Enter your email address and proceed through the additional screens to enter the additional 
requested information.   
 
Should you have any questions or additional access issues related to logging into your ASHP 
account, joining ASHP, or registering for a non-member ASHP account, please contact ASHP 
Customer Relations at either CustServ@ashp.org or 1-866-279-0681.   
 
 

mailto:CustServ@ashp.org
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Initial Log-In View for Program Directors: Program Dashboard 
 

• The default view upon log-in to The Record for program directors or designated program 
contacts such as a program coordinator is illustrated below with any programs for which 
the individual is an assigned program director or designated program contact  

o Note: Pharmacy Directors/Reporting Administrators and other program contacts 
are not automatically designated program contacts and will not automatically have 
the access below unless ASO is otherwise notified and an ASHP SSO is obtained by 
such contact 

 

 
 
 
If a program had an upcoming survey scheduled, the below “Upcoming Survey Dates” would also 
populate in the program dashboard as illustrated below 
 

 
 
 
 

ABC Medical Center 

Clickable links to the 
public-facing 
program directories  

ABC Medical Center 

08655896 

Bill Me—bill.me@emailtest.org 

ABC Medical Center 

Bethesda, MD 

Ruth Ware, CPhT 

Organization Name (may not be the same as the program name in some cases) 
Organization ID—ASHP Organization ID for billing 
Billing Contact—Individual associated with technician program(s) that ASO invoice 
for all programs associated with ASHP Organization ID will be emailed to 

MD-09 

301-664-8787 

Program Name  

Program Code  

Program Accreditation 
Status  
(Candidate, Accredited, 
Conditional, or Discontinued) 

ABC Medical Center 

ABC Medical Center 

ABC Medical Center 

If a program is scheduled for a survey, upcoming survey dates and 
due dates related to the survey will populate here 
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Searching the Technician Program Directory (Public-Facing) 
• Select the Directory for Technician Programs to access the public-facing directory  
• Search by program name (partial or full exact name) or program code (i.e., MD-09) 
• Alternatively, filter by country, state, city, organization type, program category, program sub-

category, or training site classification 
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The above phone numbers and email addresses on the are only available for ASO to view and 
for program directors to view when reviewing their program listing; these are not visible on the 
public-facing directory and the public will see the contact cards as illustrated below instead: 
 

 
 
When the user selects the “Get in Touch” button, they will be prompted to enter a message 
that will be routed to the contact’s email address via The Record 

 
 

ASHP Tech Test Program 

Technician Program Director Reporting Administrator 

Technician Program Director Reporting Administrator 

Program ID: MD-09 
Regarding: Technician Program Director 
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Program Directory Editing Functions 
• For programs that have a directory listing that was built previously in Fabric, all program 

directory information has been transferred over from Fabric to The Record 
• The Record has additional data fields and all program directors are strongly encouraged to 

review their program listing as soon as possible and update the listing to add information into 
any of the new fields as well ensure that all existing data is accurate and up to date.  This review 
and revision should be done at least annually to update the program start date and application 
deadline at minimum. 

 

 
 
• Program directors have drop-down menus of options for the most commonly entered 

information to add efficiency and consistency in some categories of program information.  Free 
text for “Other” is available for different/additional information in these categories.  

Select “Edit Profile” 
to edit program 
directory listing 

ABC Medical Center 

ABC Medical Center 

MD-09 

301-664-8787 

Bethesda, MD 

Ruth Ware, CPhT 

08655896 

Bill Me—Bill.Me@emailtest.org 
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• Programs may upload their organization logo to their directory listing.  If the program is a co-
sponsored program, up to two logos may be uploaded.   

 
 

ABC Medical Center 

After entering/editing 
information for each of the 
sections in Program 
Demographics, select the 
“Next” button at the bottom 
right to move onto the next 
section 
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Drop-down menu and toggle button options available in 
several fields for more efficient and comprehensive 
directory listing build/edits 

ABC Medical Center 

ABC Medical Center 
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• New Fields—Program Website Links and Social Media Links 
o Programs may add up to two program website links and one program social media link 

for each of a variety of social media platforms 
o Program directors should double-check that all links are correct/working links at least 

annually when editing their program listing 
 

 
• After entering/editing information for each of the sections in Program Demographics, select the 

“Save Program” button at the bottom right to save the directory listing which will then be 
immediately available for viewing in the online technician program directory 

 

 

ABC Medical Center 



ASHP Accreditation Services Office  Revised 5-12-2026 

Managing & Editing Program Contacts 
 
• Viewing and limited editing of some program contact fields may be completed by the program 

director when selecting the “Manage Contacts” button 
o The program director name and email address cannot be updated by the program 

director as the program is required to follow all ASO review and approval processes for 
program director changes, including editing of email addresses due to downstream 
system impact 

o The program director phone number may be updated by the program director 
§ Additional phone numbers may be listed 

 

 
 

o The program director may edit/change other program contacts and related contact 
information and is strongly encouraged to review program contacts at minimum of 
annually to ensure all information is up to date 
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Program Director Contact Card 
o Select “Phones” to add/edit phone number 

 
 
 

 

Ruth Ware Ruth 

Ruth Ware 

(301) 664-8787 

(301) 664-8788 

Select pencil (edit) icon to edit 
phone number 
 
Select “Save Changes” when 
editing completed 

Ruth Ware 
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Pharmacy Director/Reporting Administrator/CEO/Other Program Contact Card 

o Fill in/edit first and last name, credentials, title, and select contact type in Contact Info 
section 

o Enter/edit email and email type in Emails section 
o Enter/edit phone number and phone number type in Phones section 
o If deleting a program contact, toggle the “Archived” button and enter new contact 

§ When archiving a Reporting Administrator or CEO/Administrative Leader 
Contact, a new contact for the respective contact type must be entered  
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How to View Documents from Fabric 
o For programs that existed in the old database (Fabric), there is a “Document Library” 

button that will open up a page to provide access to any “legacy” documents from 
previous surveys and/or accreditation decisions.  Not all programs will have legacy 
documents since pre-survey packets, report responses, and voted action letters only 
started to be uploaded into Fabric in late 2023. 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

08655896 

Click on “Document Library” to see any 
documents that had previously been uploaded 
to Fabric.   
 
***Not all programs will have legacy documents 
from Fabric*** 

Organization name and ASHP 
Organization ID for which below 
programs are attached to 
 
Billing contact may or may not be 
TPD; Only 1 billing contact per 
ASHP organization ID 

Number of programs 
TPD is/has been 
most recent TPD for 

Note 
Accreditation 
Status of 
program 
displays here 
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o If there are any documents associated with a program from Fabric, they will show up as 
illustrated below and are available to access/download 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MD-09-0523 VotedActionLtr.pdf 

ABC Medical Center 
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View Surveys 
o To view more detailed survey information, select “View Surveys” button from Program 

Dashboard 
o Surveys that are scheduled in The Record (post-conversion from Fabric) OR that are in 

process at the time of conversion from Fabric to The Record will display survey dates 
and milestones 

o Survey accreditation processes completed prior to the conversion from Fabric to The 
Record will not display any survey details 
 

 
 
 
 
 

 
If a survey is scheduled/upcoming or in process, it will display under the “Active/Upcoming” 
tab for which you can click into to view more detail 
 

 
 
 
 

ABC Medical Center 
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For survey processes that have been completed, they will display under the “Completed” tab 
for which you can click into to view more detail and access pre-survey, survey report, survey 
report response, and the voted action letter.  Display details include survey start date, end 
date, and survey method (on-site, virtual, hybrid) 

REMINDER: Only surveys that were scheduled/in process at the time of conversion from 
Fabric to The Record will show in Completed tab.  All surveys completed prior to the 
conversion from Fabric to The Record will not display to the program  

 

 
 

 
For upcoming surveys, select from the “Active/Upcoming” tab for more detail (Survey 
Summary) for which the Survey Summary screen (next page) will launch.  This is what you will 
select to upload pre-survey materials and progress reports as well as download the 
accreditation survey report and voted action letter at the applicable timeframe for each. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ABC Medical Center 
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Survey Preparation and Document Submission 
• Due dates for pre-survey packet submission will populate based on the survey start date (pre-

survey packets are due 45 days prior to the survey start date) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ABC Medical Center 

Upload pre-survey materials by 
selecting the “Upload Document” icon 
for all pre-survey documents  
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• Upload files individually by clicking on “Upload Files” then selecting “Upload Document” 
• Pre-Survey documents will be automatically tagged per the database algorithm for survey and 

file type 
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• Pre-Survey Documents will then show on the Pre-Survey Tab as illustrated below 

 
 
 
 
 
 
 
 
 
 
 
 
 

Amy Hyduk-Cardillo 

Amy Hyduk-Cardillo 
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Survey Report Access 
• Once the finalized survey report has been uploaded by the office to The Record (approximately 

30 days after the survey end date), the program director will receive a notification via email that 
the program report is available to download for review.   

• Select the “Survey Report” Tab within the Survey Details screen to access and download 
 

Select the Download icon to download 
the finalized accreditation survey report 

The “Estimated 
Upload Date for 
Survey Report 
to Site” is 
approximately 
30 days from 
survey end date 
 
The report 
response due 
date is then 45 
days after the 
upload date of 
the survey 
report  to The 
Record 
(approximately 
75 days from 
survey end 
date)  

MD-09—1026—ABC Medical Center.pdf 
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Survey Report Response Submission 
 

Select the “Survey Response” Tab 
and then the “Upload Document” 
button to upload the report response 
materials 
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• Report Response Documents will then show on the Survey Response Tab as illustrated below 
 

• Overdue Items 
o Overdue items will be highlighted in red and noted as overdue once the due date has 

passed 

MD-09 Survey Report Response.pdf 
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• Special Case Reports 
o For accreditation surveys in which the duration of accreditation decision is less than 

full-cycle, a written progress report will be due for reaccreditation  
o Once a program that is surveyed goes through the review by the Pharmacy Technician 

Accreditation Commission (PTAC) and by the ASHP & ACPE Boards of Directors, the 
program director will receive a voted action letter (which is uploaded to The Record), 
and the voted action letter will indicate the duration of initial accreditation or 
reaccreditation.  If the duration of accreditation is less than full cycle, it will indicate the 
PTAC Meeting that a program’s written progress report would be due for review at.  
 

 
 

 
 

ABC Medical Center 

ABC Medical Center 

Follow the process as 
outlined earlier in this 
document for a survey 
response report submission 
 
Select upload files and 
proceed through the screens 
to complete file upload 
process 

Due date for 
progress report 
populates in the 
program director’s 
dashboard 
 
Select the link 
“Upload progress 
report” 
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Additional Questions? 

 
• For issues with access/log-in to The Record using your ASHP SSO credential:  

o Contact the ASHP Customer Relations Team via phone at 866-279-0681 or email 
at CustServ@ashp.org.   

o Please note that Accreditation Services Office team members cannot assist with 
password resets or other SSO issues since the ASHP SSO is issued through ASHP’s 
Customer Relations Platform and is effective across all ASHP systems. 

o Please note that requests to change your email address associated with your ASHP SSO 
do not automatically change your email address listed in The Record or in the directory 
listing.  To change your email address listed within The Record for your program’s profile 
and/or directory listing, see 4th main bullet point below. 
 

• For requests for changes in program director, primary practice site, participating practice 
site(s), combination or un-combination of a PGY1/PGY2 program, or change in 
program/organization name: 

o ASO processes must be followed with the use of applicable forms/submission of 
required materials for primary and participating practice site changes, combination or 
un-combination of a PGY1/PGY2 program, and program director changes, and emailed 
to ASD@ashp.org 

o Organizational name/ownership changes are to be submitted to asd@ashp.org and 
must include the new information (press release from organization’s marketing/public 
relations departments), the ASHP program code(s) impacted, and the effective date of 
the name change. 
 

• For assistance with uploading or downloading documents from The Record: 
o Contact Accreditation Services at asd@ashp.org or via voicemail at 301-664-8835 

 
• For questions/issues related to program or organization-specific data (e.g., program 

demographic information, program address listings, organization billing contact changes, 
program director email address changes, etc.) or questions related to how to locate, 
access, or change program data in the program director dashboard and directory: 

o Email ASORecord@ashp.org 
o Please note that requests to change your email address listed in The Record or in the 

directory listing do not automatically change your email address related to your ASHP 
SSO that you use to log into The Record.  To change your email associated with your 
ASHP SSO, see the first bullet point above. 

 
• For all other questions related to survey accreditation scheduling, accreditation 

decisions, or other accreditation services items not related to the above categories: 
o Contact Accreditation Services at asd@ashp.org or via voicemail at 301-664-8835 

 

tel:8662790681
mailto:CustServ@ashp.org
mailto:ASD@ashp.org
mailto:asd@ashp.org
mailto:asd@ashp.org
mailto:ASORecord@ashp.org
mailto:asd@ashp.org
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