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1.0 LƴǘǊƻŘǳŎǘƛƻƴ 

1.1  About Xchange 

Welcome to Xchange, a learning management system (LMS), that holds all on-demand 
AuthentiCare trainings in one user-friendly location. Xchange is an easy-to-use learning tool 
that allows users to register and complete AuthentiCare training, and if applicable, complete 
annual training requirements.  

1.2 Useful Links 

Reference the links below for steps on how to self-register for and login to the Xchange learning 
management system.  

The first step is to self-register to Xchange. Once self-registration is completed and approved, 
new users can login to Xchange to access online training resources through the Login page.  

1. Self-Registration ς The self-registration page link leads to the online self-registration 
form. All new users need to complete the self-registration process before given 
access to Xchange. For more information about the self-registration process, refer to 
Chapter 2.  
Self-Registration Link: https://fiserv.csod.com/selfreg/register.aspx?c=authenticare 

2. Login Page ς The Login page link leads to where users can access the system by 
entering the email and password used in the self-registration process. For more 
information about logging into Xchange, refer to Chapter 3.1. 
Xchange Login Link: https://fiserv.csod.com/client/fiserv/default.aspx 
 

 

 

https://fiserv.csod.com/selfreg/register.aspx?c=authenticare
https://fiserv.csod.com/selfreg/register.aspx?c=authenticare
https://fiserv.csod.com/client/fiserv/default.aspx
https://fiserv.csod.com/client/fiserv/default.aspx
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2.0 DŜǘǘƛƴƎ {ǘŀǊǘŜŘ ǿƛǘƘ {ŜƭŦπwŜƎƛǎǘǊŀǘƛƻƴ 

The self-registration process is the first step to getting started with Xchange. A new user must 
complete the self-registration form online prior to receiving access to Xchange. Once the self-
registration process is complete, an AuthentiCare Xchange admin will review the submitted 
profile and approve the user registration within two business days. After the approval of the 
registration request, an email will be sent to notify the user that they have access to Xchange. 

2.1  Self-Registration Information 

The self-registration form collects user 
information to register for Xchange. An 
asterisk (*) identifies required fields.  

The form requires the following information: 

¶ First Name*  

¶ Last Name*  

¶ Email Address*  ς use the same email 
address used to log into AuthentiCare.  

¶ Location ς the time zone of the user 
completing the registration. 

¶ Agency Name*  ς the title of the 
business where the user works. If the 
user identified as self-directed, the 
user should enter the name of the 
agency that manages the financial 
aspects of electronic visit verification 
(EVV). 

¶ NPI ς this is a required field. Type in the agency NPI or AuthentiCare Provider ID.   

¶ State*  ς the state location of the agency. 

¶ Job Position*  ς the role of the user at the provider agency. If the user works with self-
ŘƛǊŜŎǘŜŘ ǎŜǊǾƛŎŜǎΣ ŜƴǘŜǊ ά{ŜƭŦ-5ƛǊŜŎǘŜŘέ ƛƴ ǘƘƛǎ ŦƛŜƭŘΦ  

¶ New Password*  ς must comply with the password guidelines outlined on the Self-
Registration page. 

¶ Confirm Password* ς must comply with the password guidelines outlined on the Self-
Registration page. 

  

 

Note: The reCAPTHAΣ ƻǊ άLΩƳ ƴƻǘ ŀ Ǌƻōƻǘέ ŦƛŜƭŘ is required to complete and 
submit the Xchange self-registration form. 

https://fiserv.csod.com/selfreg/register.aspx?c=authenticare
https://fiserv.csod.com/selfreg/register.aspx?c=authenticare
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3.0 ·ŎƘŀƴƎŜ bŀǾƛƎŀǘƛƻƴ 

3.1 Login Page 

Once a Xchange admin grants approval to a new user, 
the user can go directly to the Xchange Login page to 
access all the trainings. Note that the link to the Login 
page is different than the self-registration link; the 
Login page link can be found with the hyperlink. 

The image to the right is a view of the Xchange Login 
page. The email and password used to log in are the 
same used in the self-registration process. 

For assistance with logging in, contact the AuthentiCare 
Help Desk (800-441-4667).  

 

 

3.2  Welcome Page 

Once a new user has successfully logged into Xchange, the system will automatically go to the 
Xchange Welcome page as seen below.  

 

There are several links found on the Xchange Welcome page. Some of the links are found in 
circles at the top of the Welcome page; these links are described below.  

 

 

https://fiserv.csod.com/client/fiserv/default.aspx
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Other functionalities are found in square pods at the bottom of the Welcome page; these pods 
are described below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

ωA location that displays any trainings the 
user is currently active on or has been 
assigned.

My 
Training

ωA place to view transcripts.My Inbox

ωA place where new or unopened training 
and curricula can be found.

Featured 
Training

Browse Catalog: One way a user can narrow down the list of 
available AuthentiCare trainings and curricula. 

My Transcript: A location where all trainings and curricula that a user 
has registered for, is currently active on, or has completed can be 
found.

Learning Search: This is the recommended way for users to search 
for training and materials. 

Events Calendar: A calendar of live and scheduled training events. 

Additional Resources: A page with the contact information for the 
AuthentiCare Support Team. 
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3.3  Navigation Menu 

The Navigation Menu is located at the top left corner of the screen. There are two tabs, Home 
and Learning. Under each tab, there are multiple clickable pages. 

 
 

The training-related pages found under each tab are defined in the tables below.  

Home 

Welcome Takes the user back to the Xchange 
Welcome page. 

Schedule Tasks Tab not used at this time. 

Universal Profile Takes the user to a consolidated view of 
their personal information. 

 

Learning 

View Your Transcript Takes the user to the transcript page 
with view of active and completed 
trainings. 

Event Calendar Takes the user to training calendar page 
for upcoming and past sessions. 

Browse for Training Takes the user to a browse page that 
shows all available trainings. 
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4.0 hƴπ5ŜƳŀƴŘ ¢ǊŀƛƴƛƴƎ 

On-demand training resources are available to users at any time. This section outlines how to 
view recorded and printable training resources.  

4.1 Watch Recorded Training Videos 

There are several ways to find AuthentiCare training materials in Xchange, but the easiest way 
is through άLearning Searchέ. To find training materials, complete the following steps:  

1. Log into Xchange. 
2. On the Welcome page, click Learning Search. The Learning Search screen appears. 

 
3. Find the training you would like to open and click the name of the training. 

 
 

4. Click Launch to open the training material.  
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5. If applicable, once the training is completed, click Mark Complete. 

 

4.2 Finding Available Printable Training Resources 

To find printable training materials, complete the following steps:  

1. Log into Xchange. 
2. On the Welcome page, click Learning Search. The Learning Search screen appears. 

 
3. Find the training you would like to open and click the name of the training. 

 

Note: If an annual training requirement needs to be fulfilled, open 
and complete the annual training curricula instead of watching 
individual training videos. Curricula are denoted by a stacked books 
icon, as seen to the right.  

 
To open an annual training curriculum, click Open Curriculum and then click 
Launch on the first training material at the top of the page.  

 

 

 

Note: Training materials, like a PDF file, will open in a new window. A video 
training will redirect to a new window with the video imbedded in the page.  
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4. Click Launch to open the training material.  

 

5. If applicable, once the training is completed, click Mark Complete. 

 

 

Note: Training materials, like a PDF file, will open in a new window. A video 
training will redirect to a new window with the video imbedded in the page.  
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5.0 [ƛǾŜ ¢ǊŀƛƴƛƴƎ 

Live training is delivered virtually by a professional AuthentiCare trainer in real time. The 
section below outlines how to register and attend live training sessions.  

5.1 Registering for Live Training  

To register a live training session, complete the following steps:  

1. Log into Xchange. 
2. On the Welcome page, click Events Calendar. The Events Calendar screen appears. 

 
3. Find the live training in the Events Calendar and click the training link to attend.  

 
4. Click Request to register for the training session.  

 
5. When you successfully request to attend the session, a notice will populate on the 

bottom of the screen in black.  

 
6. When successfully registered, the Request button is replaced with Launch. 

 

 

Note: For more information on how to utilize accessibility features, please refer 
to the link below. 

https://help.webex.com/en-us/article/krcq8ab/Webex-Training-Accessibility-
Features 

 

 

 

Note: If you click Launch before the session has started, you will see the message 
below.  

 

https://help.webex.com/en-us/article/krcq8ab/Webex-Training-Accessibility-Features
https://help.webex.com/en-us/article/krcq8ab/Webex-Training-Accessibility-Features
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5.2 Attending Live Training  

To attend a live training session, complete the following steps:  

1. When it is time to attend the session, click Events Calendar.  

 
2. Find and click the live training you would like to attend in the calendar.  

 
3. Click Launch to attend training. 

 

 
4. Click Run a temporary application at the bottom of the page.  

 

Note: If the trainer has not joined the meeting yet, you will see the message 
below. Please stay on the page if the training sessions has not begun yet.  

 

 

 

 

Note: If you click Launch before the session has started, you will see the message 
below.  

 

Note: If the trainer has not joined the meeting yet, you will see the message 
below. Please stay on the page if the training sessions has not begun yet.  
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5. Double click the file name or click Open File to open the training session.   

 
6. Click Run to open the training session.  

 
7. Select your audio preferences.  

¶ To use your computer for audio, click Call Using Computer.  

¶ To use your phone for audio, click Use Phone. Type in your phone number and 
then click Call Me. The system will call your phone with the training session 
audio. 




















