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LOGGING INTO ACE 

 
From the Login screen (Illustration #1) input your Login ID and Password and hit ‘Go’. 
  

 
 

Illustration #1 
 
The Administrator of the program must enter your personal password into the system.  If 
you have forgotten your password, notify the Program Manager through the proper 
chain of command.  If you would like to change your password, you can do so by 
selecting the “Change Password” link in the top right corner (Illustration #2), completing 
the fields, and selecting “Set Password” (Illustration #3).  Typically training records are 
considered personnel records, therefore, confidentiality is imperative.   
 

 
 

Illustration #2 
 

 
 

Illustration #3 
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Daily Reports – DOR/Task List/Call Log 

DORs 
 

From the Positions page, hit ‘Expand All’ to show the entire organization chart or open 
the appropriate folders to find the person’s name who will be evaluated. Select the “New 
DOR” Button from the drop-down list next to the officer’s name.  (Illustration #4).    
 

 
 

Illustration #4 
NOTE: Use “CTRL – F” on the keyboard to open a Find Window,  

allowing you to search for a name. 
 
 



 
ACE Browser-Based: User’s Guide  

 

ACE Browser-Based: User’s Guide – 3 1/1/11 

ADORE Field Training Module 
 

www.MdE-Inc.com 

Providing Software and Services to Public Safety since 1999 

Entering Category Ratings: 
 
When the ‘DOR’ question group is selected, ACE displays the list of categories on the 
screen (Illustration #5).  All other question groups will provide a list of the appropriate 
Task items to be checked off in the same fashion as the DOR Categories. 
   

 
 

Illustration #5 
 

Complete any fields in the header.  Select the category you would like to modify.  To 
read the category description when the text is longer than the visible block, simply click 
in the text area and a scroll bar will appear on the right hand side of the text block 
(Illustration #6).  Use this to read the full description of the category.  
 
A full description of the definition of each DOR response value (Standard Evaluation 
Guideline (SEG)) is available by selecting the response description, i.e. put a ‘bullet’ in 
the circle to the left of  “Less Satisfactory,” and the SEG appears below (Illustration #6).  
Leave the ‘bulleted’ item as is or change the rating to the appropriate rating or ‘Not 
Observed.’  
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Illustration #6 
 

If a low or high response is given, the Comments section will turn red/pink and indicate 
“Comments Required.” (Illustration #6).  You may comment at any time, even with 
ratings which don’t require comments.  NOTE: These “require comment” settings are 
the default settings which can be modified by the user’s ACE administrator. 
 
Input the training minutes in the ‘Training Time’ box when applicable.  Bullet “Training 
Comments” and detail the specific training provided in the “Training Comments” 
box (Illustration #7).   

 
Illustration #7 
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Spellcheck 

When you complete the category, select another category.  Your comments will be 
automatically spell-checked and the information regarding the DOR category you select 
will be displayed.  The spellcheck box will identify each misspelled word.  Select the 
appropriate word or correct it in the ‘Change To’ field and click “Change.”   (Illustration 
#8). 
 

 
 

Illustration #8 
 
To add the original word (in the gray “Not in Dictionary” field to the Dictionary, hit the 
‘Add’ icon and then ‘OK’ when prompted to add this word to the dictionary. (Illustration 
#9). 
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Illustration #9 

 
On low ratings which require training time, you may get the following prompt.  Hit “OK” 
and input training time in the box provided. 
 

 
 

Illustration #10 
 
By default, each category has a rating of ‘Not Observed.’  If you do not enter the 
category, this will be designated with a hyphen (-).  If you enter the category but did not 
assign a rating, the ‘Not Observed’ rating will be designated with a zero (0). 
 
You may stop at any point by clicking the “EXIT” icon.  Selecting “EXIT” will take you 
back to the DOR Summary page.  Update these fields if necessary.  (Illustration 11).   
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Illustration 11 
 
Then Exit to return to the Positions/OrgChart home page,  (Illustration #4). 
 
Do NOT mark the report as ‘Complete’ until you have completed the Activity Log and 
DOR for the day.  VIEW the daily reports with the trainee, make any necessary 
modifications, mark the DOR complete, and sign the report as detailed in the User’s 
Guide. 
 
Task List 

 
To mark off items on the task lists, simply log in and select “Existing Reports” on the 
Right-side Drop-down list next to the trainee. (Illustration #12) 
 

 

Illustration #12 
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Select the appropriate DOR for which you are marking off Task List items: 

 
Illustration #13 

 
Hit Modify/Update and select the appropriate Question Group: 

  
Illustration #14 

 
Select “Rapid Entry.”  Mark the item with the appropriate Response:  (Illustration #15). 
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Illustration #15 
 
Continue marking off task list items that were addressed for the day.  Once the task has 
been marked off and the report has been marked complete, the ratings will ‘disappear’ 
on future daily reports. 
 
You may stop at any point by clicking the ‘EXIT’ icon.  Selecting “EXIT” will take you 
back to the sign in screen,  (Illustration #4). 
  
Do NOT mark the report as ‘Complete’ until you have marked off all Tasks for the day 
and the Call Task Log, if using.  VIEW the daily reports with the trainee, make any 
necessary modifications, mark the Task List complete and sign the report as detailed in 
the User’s Guide. 
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Activity Log (Call/Task Log) 

 
To enter the number of calls/activities handled on a given day, sign in and, from the 
Positions/OrgChart home page, select “Existing Reports” next to the trainee’s name. 
(Illustration #16).   

 

 
 

Illustration #16 
 

Select the DOR that requires modification and hit ‘Modify/Update.’  (Illustration #17)  

 
 

Illustration #17 
 
Complete/change any fields as necessary and choose the “Call Task Log” icon at the 
DOR Summary Screen.  (Illustration #18). 
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Illustration #18 
 
Input the number of occurrences for each method in which the trainee was involved, i.e. 
how many of each activity the trainee completed him/herself should be input as 
‘Completed’  (Illustration #19).  Activities will be listed alphabetically.  By inputting a 
letter in the box for “Jump to letter,” ACE will jump to the first call beginning with that 
letter or you can scroll using the scroll bar on the right. 
 

 
 

Illustration #19 
 
Click on the “Update” icon to modify the overall totals for that day.  (Illustration #19).    
Select “Exit” to exit back to the Positions/OrgChart Home page. 
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View/Change an existing DOR/Task List/Activity Log 

 
When your trainee is ready to review the reports, log into ACE and select “Existing 
Reports”  for the appropriate trainee from the Report Dropdown list on the 
Positions/OrgChart Home page.    
 
View a DOR 
Select a DOR and click the “View Text” or “View Graph” button.  (Illustration #20).   
 

 
 

Illustration #20 
 
When selecting the “View Text” icon, the DOR and the Signature Page will generate in 
two separate windows.  (Illustration #21).
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Illustration #21 
Signature Page associated with the DOR shows Activities of that day only 

 
The “View Graph” report shows a bar chart of the DOR selected: 
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View the Task List – Progress To Date 

When your trainee is ready to review the reports, log into ACE from the 
Positions/OrgChart Home page select “Existing Reports”  for the appropriate trainee.  
Click on “Active Objectives for Trainee.”    

 
 

A report will generate showing all items on the Task List and the date each was Trained 
or Performed. (Illustration #22). 
 

 
 

Illustration #22 
 

You should debrief the trainee as to your ratings and observations.  If a discussion 
ensues in which you are inclined to change a rating or add some descriptions, it is 
possible to do so as long as the report has NOT been marked ‘Complete.’   
 
Sign the Daily Report 

If the DOR, Call Log and Task List items have been viewed and are ready to be marked 
complete for the day, select  “Existing Reports” for the appropriate trainee to show that 
trainee’s DORs.  A Red box indicates that a particular individual has not signed that 
DOR.  If the DOR is not marked as complete, highlight that DOR to activate the icons at 
the bottom of the screen (Illustration #23) and then select ‘Modify/Update.’ 
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Illustration #23 
 

Make any necessary corrections to the summary page and choose “Rapid Entry.”  Make 
any necessary changes and then select “Complete”.  The signature screen will appear.  
(Illustration #24). 
 

 
 

Illustration #24 
 
Read any certifications which may be above the list of signatures.  To sign the 
DOR/Activity Log or Task List, input your password for your authority level and input any 
names on respective drop-down lists.  Select “Update”.  This will take you back to the 
Positions/OrgChart home page (Illustration #4). 
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This is why the security of your password is important.  This signature has the same 
credibility as if you signed with pen.  Having a secure password prevents anyone else 
from signing for you.  
 
Exiting the Daily Report (DOR/Task List/Call Log) 

Once a DOR is marked “Complete” and you close the ACE program by exiting, the 
DOR/Task List/Call Log cannot be modified.  You must contact the appropriate 
Supervisor to ‘Undo’ the Daily Report.   
 
‘Undo’ a Daily Report (DOR/Task List/Call Log) 

From the Positions/OrgChart Home page, select  “Existing Reports”  for the appropriate 
trainee to show that trainee’s DORs.  Click on the ‘Undo’ icon for the respective report.  
This removes the signatures and marks the Daily Report incomplete so that the Trainer 
can make modifications to their Daily Report.   
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PERIODIC REPORTS 

 
To begin a narrative report such as the Remedial Training Worksheet, Supervisor’s 
Progress Report or any other narrative report, select the ‘Periodic Report’ hyperlink at 
the top of the Positions/OrgChart Home page.  (Illustration #25) 
 

 

 
 

 

 

Illustration #25 

 

Highlight the name of the Report and the name of the Trainee. (Illustration #26) 
 

 
 

Illustration #26 
 

NOTE: If there is not a drop-down arrow in the box, click inside the box and a list will appear. 
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Select ‘Enter/Create New Report’ to begin a new report.  Complete all boxes in the pink 
area. (Illustration #27). 
 

 
 

Illustration #27 
 

Fill in the signature blocks.  Hit the ‘Update’ icon to exit and save any changes made.  
The spellcheck will activate.  Once any corrections are made, the system will return to 
the ‘Periodic Reports’ page.  If you hit the ‘Exit’ icon, the following prompt will appear 
(Illustration 28  Hit ‘OK’ to exit WITHOUT saving your changes.  Hit ‘cancel’ and then 
the ‘Update’ icon to spellcheck and save your changes.  
 

 
(Illustration 28 

 

Existing Periodic Reports 

To enter an existing report, highlight an existing report and choose ”Enter/Modify Past 
Report” to modify/enter an existing report.  (Illustration #29. 
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Illustration #29 
 

In the center of the screen, notice the scroll bar.  This will allow you to scroll down and 
answer all questions.   Input the appropriate names in the drop-down boxes of the 
signature section.  Once you have input data, you must hit the ‘Update’ button to save 
those changes.  (Illustration #30). 
 
 

 
 

 
Illustration #30 
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Sign the Periodic Report 

If the Periodic Report has been viewed and is ready to be marked complete, go into 
“Periodic Reports” from the Positions/OrgChart home page.  Select a Trainee and/or 
Report Type from the drop-down lists.  (Illustration #31 
 

 

 
 

Illustration #31 
 

A Red number indicates the number of missing signatures.  Click on that number to pull 
up the signature section of the Periodic Report.  (Illustration #32). 
 

 
Illustration #32 

 
 Input passwords, names on drop-down lists and then select “Update.” 
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View a Periodic Report 

To view an existing report, highlight an existing report and choose “View Report”   
(Illustration #33. 
 

 

 
 

Illustration #33 
 

‘Undo’ a Periodic Report 

From the Positions/OrgChart Home page, click on “Periodic Reports.”  Select a Trainee 
and/or Report Type from the drop-down lists and then highlight the report to be marked 
‘incomplete.’ Click on the ‘Undo’ icon for the respective report.  This removes the 
signatures and marks the report incomplete so that the owner of that report can make 
modifications.   
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Pending Signatures Report 

To view a list of pending signatures, from the Periodic Reports page, click on the “List 
Pending Signatures”.  This will provide a list of signatures which have not been input, 
sorted by Authority Level (Illustration #34).   
 

 
 

Illustration #34 
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ADDITIONAL REPORTS 
 
Performance Chart 
To access the performance chart select Performance Chart from the “Report” dropdown 
for the appropriate Trainee.  (Illustration 35). 
 

 
 

Illustration 35 
 

Select the Group and input the time period and hit ‘Generate Report.’ (Illustration 36). 

 
 

Illustration 36 
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Hit ‘Generate Report’ to view the Performance Chart (Illustration 37). 
 

 
 

Illustration #37 
 
Put your cursor over a colored number to read any associate Comments and/or Training 
Comments: 
 
Activity Log (Illustration #39) 
 
To access the activity log select Call Task Log from the “Report” dropdown for the 
appropriate Trainee.  Input the time period. (Illustration 38).  

 
 

 
Illustration 38 
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Hit ‘Generate Report.’ (Illustration 39). 
 

 
 

Illustration #39 
 

Roll-Up Report (Illustration #41) 
 
To access the Roll-Up Report, select “Comparison Reports ” from the “Report” 
dropdown for the appropriate Trainee.  Make any changes (Illustration 40).  
 

 
 

Illustration #40 
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Hit “Generate Report” on the right side of the screen: 
 

 

 
Illustration #41  

  


