ABE Case History Exam Submission Instructions -Registering and Uploading Your Portfolio

Your Online Portfolio

The American Board of Endodontics and its staff have tried to make this online version of the Case History
Exam a convenient and time saving process, however, instructions should be followed very closely. We
recommend that you read these Instructions very carefully, along with the Case History Portfolio
Examination Guidelines

A Word About the Process

The case history form required for the digital upload process is a PDF form that you must first download. You may
download this form from the amboardendo.org website prior to registering for the exam. You will save the form
onto your computer and use it for each one of your cases. Only when you have completed the form will you upload
it to the Case History Exam website. All five completed case history forms should be saved on your computer, as
well as all of your images and supporting documentation. Again, you should upload each form when it is your final,
completed form that is ready for grading.

Adobe Acrobat Reader and Acceptable Web Browsers

You must OPEN and FILL OUT YOUR FORM using Adobe Acrobat Reader . If you do not currently have

this on your computer, you can download it for free by going to adobe.com and downloading "Acrobat Reader."
Please note: There are multiple versions of Adobe Acrobat, but the one you need to complete the Case History
Form is available for free. Make sure you download the version appropriate for your OS (Windows or Mac).

IMPORTANT: If Adobe Acrobat Reader is not set as your computer’s default to open PDF’s, please be
certain that you always open the case history form with Adobe Acrobat Reader. If you open it with a
different type of pdf reader, you risk damaging the file.

Please be sure you are using the most up to date version of your web browser, and the latest version of the case
history form.

How Do I Begin?

You do not need to be registered for the exam to download a digital case history form. Simply go to the homepage
of the case history website: http://www.amboardendo.org., navigate to the bottom of the page, and click on
“Download PDF Template for Case History Submission”.

When Should I Register For the Exam?

You canregister as soon asyou are ready to beginfilling out the case history forms, but you do not need to
register until you are ready to SUBMIT your forms and accompanying images and documentation.

How Do | Register?

Please goto http://www.amboardendo.organd select “Register for Case History Exam”.

Note: To register for the Case History Portfolio Examination, you must:

. Be a Board Eligible Candidate within your period of eligibility for the current exam
. Have your Candidate Number

. Pay for the examination

. Complete the registration


http://www.amboardendo.org/
http://www.amboardendo.org/

If you do not recall your Candidate number, contact the ABE office at staff@amboardendo.org.

Once you have submitted your name and Candidate number, you will be prompted to pay for the exam via
our PayPal system. You must pay for the exam to continue with registration.
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Home » Register »

Case History Portfolio Examination Registration

Welcome, Dr. Candidate. Our records show that you are eligible to register for the Case History Portfolio
Exam. If you are ready to register at this time, please click the button below to pay for your examination
through the PayPal payment service. No PayPal membership is required if you simply wish to pay using a

major credit card.

Add to Cart
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To pay for your exam, clickonthe “Add to Cart” button. You may pay using PayPal or a valid credit card. To

pay via PayPal you will need to log in to your account.

Continue shopping >

Your shopping cart

Description Price Quantity Total Order Summary
A : Item total
ABE Test Registration $725 I $625.00
Total
Remove $725

P PayPal Check out

Check Out

Pay without a PayPal account



When your payment for the exam is accepted, you will be asked to create a password. Please be certain
to save your password, as you will be asked to key in your password each time you login to the site.

)

Y o
Sella?

F o AMERICAN BOARD
<& o OF ENDODONTICS

%
0pos®

Home » Register »
Registration Complete
Congratulations, Dr. Candidate. You are registered for the ABE Case History Portfolio Examination. A payment receipt has been sent from
PayPal to the email address you specified.

Create Password

Your ABE ID# is 00037

Password
Confirm password

Submit

Be sure to save this information as you will need it to submit your Case History Portfolio.
To download Case History Report Templates, the Case History Portfolio Submission Guidelines, please use this link Candidate Home. To
submit your Case History Portfolio, please use the Case History Portfolio Exam Website

If you forget your password at the next log in, you will be prompted to reset your password. Once you reset your
password, you will be sent an email with a link and instructions on how to complete the process. The link provided in
this email will only be functional for 24 hours. Please check your Spam or Junk folder for this email if you do not see
it in your Inbox. If for some reason, you still cannot log in, please contact the ABE main office at

staff@amboardendo.org.
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It you have forgotten your password and wish 1o reset It,
enter your User name and emall address below and press the "Reser Passward” button.

An email will be sent to you with Instructions on how to complete resetting your password
Please add aae.org to your safe senders list. If you do not receive the email, be sure to check your junk mail folder

Password Resel

User name

Emall Address
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Candidate Pledge

When you have completed registration, you will be asked to sign a Candidate Pledge. Typing your name
into the “Signature” field will serve as your official signature and pledge that all the cases in your
portfolio were patients that you treated during your practice, and that you agree to all requirements
detailed in the ABE’s Policy and Procedures Manual.

Manage Your Account
Log Off
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Candidate Pledge

1, Candidate Test, certify that the cases submitted in this portfolio are those that | have treated/managed during my practice of
endodontics. No case submitted herein is that of another dentist or endodontist.

Furthermore, | agree to all requirements and policies detailed in the ABE's "Policies and Procedures Manual®, including the "Appeal
Policy" detailed therein.

[Candidate Test
Signature

Submit
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Organizing Your Portfolio Files Prior to Upload

Now that your registration is complete, you can utilize the ABE Case History Exam website, where you will
upload all five of your competed case history forms, as well as images and supporting documentation
for your cases. To avoid any confusion during your upload, we suggest keeping your files on your
computer in an organized manner, such as what is illustrated in the screenshot below:

7 case 1
Q
[ case History Portfolic  » [TEEEEE [ cose 1 Documentation  »
9 case 2 > 8 case 1 Images >
¥ case 3 > @ case 1 Report.pdf
' case 4 >
W case 5 >



Each case should have its own separate folder, with the report, images and documentation residing
within each separate and corresponding folder. This should make it much easier for you when it comes
time to upload your cases.

Acceptable File Types

The case history form that you download from the ABE Case History Exam website will be a PDF file and should
remain a PDF file. All other documentation, other than image files, should also be submitted as PDFs. To save a
Word Document as a PDF file, in most versions of Word, you simply select File > Save As > and from the Format
Selection Dropdown, select PDF. If you are scanning in reports or documents, although each scanner is different,
most every scanner will allow you to select which file type you would like your scanned document to be saved as.
If you are having trouble saving your scanned document as a PDF, we recommend you consult the “Help”
reference guide for your specific scanner model.

Images, which we will cover more in depth later in the document, must be uploaded as one of the
following file types: JPEG, JPG, GIF and PNG.

How Do | Upload A Case?

Once you are registered and have paid for the exam, when you log in, you will be directed to the Exam Home
screen:
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Candidate Number oooo00

NS RCT Maxillary Molar

NS RCT Mandibular Molar
NS RETX Maxillary or Mandibular
Maolas

OTHER

Maxilary or Mandibular Malas
Periapical Surgery with Root-end
Resection and Root-end Filling
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The above screenshotillustrates a portfolioin progress. Asyou can see, this Candidate has begun with Case
One, and has specified the tooth number, uploaded the case history report form, and added supplemental
reports and images to case one. You can also see just above the framed box, this Candidate hasuploadedan
“Abbreviations” file,and a “Cover Page”, both saved as PDFfiles. The other four cases have yet to be
uploaded.

This Exam Home page will serve as your point of entry to upload cases, images, reports and specify the
tooth number foryourcases. It will also provide you with an overview as to where you are in the overall
portfolio submission process.

To Specify A Tooth Number

Inthe column named “Tooth No.”, go to the row of the case that you would like to select and click “Enter”.
The box in the following screenshot will appear:

Manage Your Account
Log Off

AMERICAN BOARD
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Case Report Portfolio Submission -- Candidate Number 00000

Portfolio Documents

If present, click the file name to view
Abbreviations:

Cover Page: Select appropriate teeth x
Case c it
omplete
No O p
1 1 2 3 4 5 6 7 8 9 ORI SET0 ] S A AR5 16
NS RC §
32 31 30 29 28 27 26 25 24 23 22 21 20 19 18 17 dit  2019-09-11
2 NS RC]
8 NS RET] If tooth number identifiers are not sufficient, a comment may be added below (limit 20
characters):
Molar
4 NS RET|
Molar
5 Maxill
Periapi
Resect
Save Close
Logoff
Detailed Instructions

Check off the correct tooth number for your case. If you need to add a comment, you may do soin the
field provided. Click “Save”.

NOTE: Make certain that the tooth number that you are checking off in this box corresponds with what
you have selected in the actual case history form.



To Upload A Case History Form

Inthe column named “Case History”, go to the row of the case that you would like to select and click
“Upload”. The following screen will appear:
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Manage Case History -- Case 2 -- (NS RCT Mandibular Molar)

Page: / Has my case history form uploaded?

Case History Upload

Also use this area to replace existing Case History Report

Choose a Case History File
[ Submit

Return to Summary

To upload your case, click on the button “Choose a Case History File”. You will then be able to select the
file from your computer. When you have selected the correct case history form, click the “Submit”
button. If your upload was successful, your case history form will appear on the right side of your
screen, like this:
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Manage Case History -- Case 1 -- (NS RCT Maxillary Molar)

Page: 1/ 3 Has my case history form uploaded?

Case History Upload

Also use this area to replace existing Case History Report AMERICAN BOARD OF ENDODONTICS
CASE_HISTORY REPORT

Choose a Case History File
Y. Case Report Number: | Candidate Number: 00000

Patient Age: Date Case Started:
N Patient Sex: Select Date Case Finished
Submit J Date of Post-treatment Evaluation
A Tooth#(1-32) B. Procedure Category: Select
OTHER subcategory

CHIEF COMPLAINT:  More...

Return to Summary
C. MEDICAL HISTORY: More.
SAMPLE ONLY

D. DENTAL HISTORY AND HISTORY OF PRESENT CONDITION: More...
SAMPLE ONLY

E. CLINICAL EVALUATION: (Diagnostic Procedures)
Exam: More..

Tests: | Insert Table rows X cotumns  [] Chack e et i m Adduntom =
SAMPLE ONLY




To go back to the Exam Home screen, simply click the “Return to Summary” button. Please note: You
canonly view your case history form on this screen, but you cannot make changes to the form. If you
notice an error on your form, you will need to go back to the form ON YOUR COMPUTER, make
corrections, save the form, and upload the form again.

To Upload A Supplemental Report

In the column named “Supplemental Reports”, go to the row of the case that that you would like to select
and click “Add”. The following screen will appear:
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Supplemental Reports for Case Number

Existing Reports
J Repol None uploaded
(chick to view)

Iratrctons
Oy POF fibes ey e wpshosded.

Report Type Select Type ~

Submit

Return to Summary
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From the “Report Type” drop down box, select the correct report type. Then click on the “Choose a
Report” button. You will then be able to select the file from your computer. Once you have selected the
appropriate file, click “Submit”.

Image Files

Please beginwith high qualityimages. Unacceptable featuresincluderadiographs/imagesthataretoo dark, too light,
not clear, or too small. Recommended image size: Minimum image size: 200 KB AND 540 x 360 pixels. For better
image resolution,imagesize: 300KBandhigher AND800x600 pixelsandhigher. Imagefilesshould notexceed 4 MB.
Only JPEG, JPG, GIF and PNG radiographs/image files are acceptable.
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To Upload Image Files
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In the column named “Images”, go to the s
row of the case that you that you would Case Images for Case Number

like to select and click “Add”. The screen Select done i comple descrpon, Then seec g e, Fekse Seect ooy G 1P
image to the right will appear.




You will be asked to enter a date from a pop-up calendar (this should be the date that the image was taken), and
a brief description of the image. When you have selected the correct image file, click “Submit”. If you have
successfully uploaded your image file, this screen should appear:

Case Images for Case Number

Select date and complete description. Then select image file. Please select only JPG, JPEG, GIF or
PNG file types.

Date

Description.

0130018

iew e veape View /i tmage

The above screenshot illustrates a case with two uploaded images. On this screen you can upload
anotherimage, see thumbnail views of the images that you have uploaded for each of your cases and the
dates and descriptions you have labeled each of your image files. You can also zoom in on your image by
clicking on the “View” link located just below each of your image thumbnails.

If you notice that the date or description of an image is incorrect, you can edit either of these fields by
clicking on the “Edit Image” just next to the “View” link just below each of your image thumbnails.

Images MUST be presented inchronological order. If yourimages are notin chronological order, you can
use the “drag and drop” functionality in the image screen to place them in the correct order:

fase Images for Case Number

lllustration of

“Drag and Drop”

functionality to organize images
in chronological sequence.

Simply click on the image that
you want to move. While
holding down your mouse, drag
it to the correct sequential order,
and drop it by releasing mouse.




These images have now been placed in the correct chronological order:

Case Images for Case Number

Itis imperative that you are consistent with your image names and descriptions. Please be certain that the
images are dated and described in your upload in the same manner that they appear in the narrative of your case
history report form. ALL IMAGES THAT ARE UPLOADED MUST BE REFERENCED IN THE NARRATIVE OF YOUR FORM.

Prior to uploading the images on to the case history website, it is up to the Candidate to determine that the
images are clear, of high quality, do not blur or pixelate (even if zoomed in) and clearly illustrate what needs
to be communicated diagnostically, during the course of treatment and for the post- treatment evaluation.

After uploading your cases, please review all images for quality and resolution as well as the proper sequence
prior to hitting the “submit” button.

To Upload Abbreviations and Cover Pages

At the very top of your case summary page, just above the frame where for case, image and report
uploads, you will see links to upload an Abbreviations page and Cover page file. To upload, simply click on
the “Upload Document” link in the corresponding row for either the Abbreviations page or the Cover
Page. These documents must be saved as PDF files in order to upload

Onceyou have selected afile from your computer and it has successfully been uploaded, the file name will
appear on your case summary page:
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Case Report Portfolio Submission -- Candidate Number 00000

Portfolio Documents

If present, click the file name to view

Abbreviations: Abbreviations.pdf Delete
Cover Page: Upload Document
Case . Tooth . Supplemental

N Required Procedures Case History o Images Complete

& |indicates Abbreviation document has been uploaded| POt
1
NS RCT Maxillary Molar 16 View or Replace 1 Add/View/Edit . §
Add/View/Edit  2019-09-11

Completed Cases

Once you have identified the tooth number and uploaded your form, images, and supplemental documents for
your case, you can check if off as “Complete”. To do this, simply go to the row of your finished case, and click the
corresponding box in the far right column labeled “Complete”. Once you have clicked “Complete” for ALL of your
cases, a “Submit Completed Exam” will appear at the bottom of your case summary page:

Manage Your Account
Log Off
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Case Report Portfolio Submission -- Candidate Number 00000

Portfolio Documents

If present, click the file name to view
Abbreviations: Upload Document
Cover Page: Upload Document

Case Tooth ; Supplemental ,
Required Procedures Case History Images Complete
No No Reports
1 ; 1
NS RCT Maxillary Molar 3 View or Replace 2 Add/View/Edit
Add/View/Edit

1
Add/View/Edit

NS RCT Mandibular Molar View or Replace

NS RETX Maxillary or Mandibular 1
View or Replace
Molar Add/View/Edit
1
Add/View/Edit

OTHER View or Replace

Maxillary or Mandibular Molar
Periapical Surgery with Root-end View or Replace 1 Add/View/Edit
Resection and Root-end Filling

1
Add/View/Edit

Logoff
Detailed Instructions

( Submit Completed Exam )

© 2023 - The American Board of Endodontics
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Submitting Your Portfolio

To submit your portfolio, click on the “Submit Completed Exam” button that appears on your case
summary page afteryou have checked off all of your cases as “Complete” (see previousimage). Once you
click on the “Submit Completed Exam” button, you will be directed to this screen:

Manage Your Account
Log Off

AMERICAN BOARD
OF ENDODONTICS

Exam Home »

ABE Case History Examination - Candidate Number 00000

Candidate Review Document

Before you submit your Case History Examination for grading, you must verify by signing below that you have read, understand, and have
checked each of your cases against the Candidate Review Document.
You may also download the "Candidate Review Document"

Signature

[Testing

Verlfy and Submit

© 2019 - The American Board of Endodontics

As you can see from the screenshot, this page will allow you to download the Candidate Review Document. This is
the same document that appears in the Case History Portfolio Examination Guidelines. This page is to serve as ONE
LAST REMINDER that you have made certain that all your cases meet the requirements of this checklist. We strongly
encourage you to utilize the checklist. By signing this page, you are verifying that you have checked your Portfolio

against the Candidate Review Document.

Once you are certain that your cases are checked and ready, click on the “Verify and Submit” BUTTON.
Remember, once you have uploaded your exam, you cannot make any edits whatsoever to any of the cases,
images, documents, etc. in your portfolio, so please be certain you are ready.
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Your Exam Results

Manage Your Account
Log Off

Exam Home » Candidate Checklist »

ABE Case History Examination -- Candidate Number 00000

Thank you for submitting your Case History Examination to the American
Board of Endodontics.

Grading will begin shortly after the closing date for this exam session.

Please note: If your portfolio cannot be evaluated for this cycle because we
have reached our maximum limit of submissions, staff of the ABE will
notify you as soon as possible. Any portfolio that meets the scheduled
deadline for this cycle that cannot be reviewed, will be automatically held
and reviewed for the following cycle.

The Secretary of the Board will notify the Candidate by letter sent via email
whether the Case History Portfolio is acceptable or unacceptable. Actual
scores will not be released, although the Board Secretary may be able to
provide feedback in general terms.

Please do not contact ABE staff regarding the grading of your portfolio. If
your submitted portfolio must be deferred to the next grading cycle, we
will notify you very soon after the submission deadline. If your portfolio is
graded during this cycle, exam results cannot be released early and
notification by email directly from the Board Secretary is the only process
for notifying candidates.

Also, we would like to alert you to the updated ABE Appeal Policy effective
February 2022 regarding the Case History Examination which states: no
appeal may be taken from an adverse decision based on an individual's
receipt of a failing grade on the Case History Examination. Please refer to
the ABE Policy and Procedures Manual for all current policies.

Finally, it is imperative that you keep your contact information current with
us. If you need to make an update, let us know at staff@amboardendo.org.
We no longer pull our information through the AAE database, so again,
please make your updates directly with our office.

© 2023 - The American Board of Endodontics

Congratulations! You have submitted your case history exam. Now the work of our Examiners begins.
The ABE will begin grading all submitted portfolios just after the due date for your exam cycle. Please
expect to be notified of your exam results 10-12 weeks after the exam deadline date. We know that you
are eager to learn your results but calling the main office to inquire about your grade will only delay the
process. You can be certain that we are working diligently and efficiently to get you those results and
will contact you as soon as the grading process is complete.

Thank You and Best of Luck

Thank you for participating in the American Board of Endodontics Board Certification process. We hope that
these instructions have been helpful. If you have any further questions regarding the online case history
submission process, please contact the ABE staff at staff@amboardendo.org.

version: September 2, 2023

13





