
 
 
 

INSTRUCTIONS FOR ACCREDITATION APPLICATION SUBMISSION 
ON THE ABSNC CREDENTIALING CENTER 

https://absnc.learningbuilder.com 
 
 
Submitting An Application 
 
1. Register for a new account: if you are registering a credentialing organization that does not currently 
have an ABSNC-accredited certification program click on the orange arrow at the bottom of the landing 
page at https://absnc.learningbuilder.com: 

a. Complete all applicable fields on the Register for an Account page. Required fields are 
marked with an asterisk (*). Click Submit. 

b. Check your email for the confirmation code. Enter the code on the Email Confirmation 
page and click Continue. 

c. Select My Account (top-right) to open your Account Details page. 
d. Click either orange Add Organization button. In the pop-up window, enter your 

Organization Acronym and Main Contact name, then click Continue. 
e. On the Account Details page, click the appropriate button to add your program: Add an 

Assessment-Based Certificate Program, Add an Examination-Based Certification 
Program, or Add a Portfolio Assessment Certification Program. This opens the Add 
New Program window. 

f. Enter the Program Name and Acronym. Select the Program Type from the drop-down 
list (see the definitions at the top of the window), then click Continue. 

g. On the Applications page, locate your new program and click Begin. 
h. Your ABSNC Accreditation Application will open. 
 

- OR – 
 

2. If you already have a Learning Builder account, select Login and follow the prompts. 
a. From the top-left menu, select My Forms. In the drop-down menu, select Current Form 

or Forms. 
b. Select Current Form to start a reaccreditation application. Learning Builder 

automatically displays the application(s) due for renewal. 
 

The Requirements area at the top of the page tracks your progress (percentage completed and tasks 
remaining). 

 
Overview Section 
1. Click the orange Organization Overview button, enter the requested overview information, and 

click Finish Later to save. 
 

Note: Use Finish Later to save your work. Do not click Submit until your entire application is complete. 

https://absnc.learningbuilder.com/


2. Once you have submitted your response, you can review or edit your response using the three-dot 
ellipsis button (⋯). 
 

 
 
 

3. Click Provide Overview to enter the requested overview of the program seeking accreditation or 
reaccreditation. Enter the program description and the number of certified individuals. Click Finish 
Later to save. 

4. Click Upload Documents. There are two documentation categories: 
a. Required Documentation (documents required to support accreditation) 

 

 
 
 
 
 
 
 
 



b. Other Documents (optional/suggested documents that support accreditation) 

 
c. Be sure to review the gray section at the top of the Supporting Documentation window 

before moving forward. 
d. You can submit documentation using “Choose from Library” or “Upload”. Use Upload to 

submit documents from your desktop or Choose from Library to use documents that 
you’ve previously uploaded to Learning Builder. 



e. When finished, click Finish Later to save. 
 

STANDARDS 1 – 18 
1. Optional - Click the Overview icon next to a Standard heading to expand that Standard. 

a. When expanded, you will see additional program details associated with each Standard. 
b. Click Show All (or the down arrow) to view additional program information (for example: 

program name, acronym, program type, initial accreditation date, and accreditation 
expiration date). 

c.  

 
 
 
 
 
 
 
 
 
 
 
 

 
 



c. Click Show More under a Standard to view the Standard text, Rationale, and Criteria. 

 
 

2. Click Demonstrate Compliance to complete the Standard. A new window opens with instructions, a 
Narrative section (if applicable), Suggested Documentation (if applicable), and a place to list 
document page numbers. 

 

 
 



 
3. If you upload documentation for a Standard, list the relevant pages in the Page Number(s) in 

Document field. 
4. To review or edit a submitted response, select the three-dot ellipsis (⋯) next to Demonstrate 

Compliance. 
5. When complete, click Save and Finish Later. 
 
Once all standards have been completed and the Requirements progress bar has been filled,  click the 
Submit button at the top or bottom of the Application page to submit your application. 
 
Add the Contact Name, Job Title, Address, and Email Address to their respective fields on the Prepare 
Application pop-up window and click Submit. 
 
 
 
 
 
 
 
 
 
 


