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1.1 About Xchange

Welcome to Xchange,learningmanagementystem(LMS) that holds albn-demand
AuthentiCare trainings in one usétendly location.Xchange israeasyto-uselearning tool
that allows users to registemd complete AuthentiCareaining, andif applicablecomplete
annual training requirements

1.2 Useful Links

Reference the links belofor stepson how toselfregisterfor andlogin tothe Xchangéearning
managementystem.

The first step is to selegister to Xchange. Once sedfgistration is completed and approved,
new users can login to Xchange to access online training resources throubgingage.

1. SelfReqistratiorg Theself-registrationpagelink leads to theonline selfregistration
form. All new users need to complete the sedfjistration process beforgiven
access to XchangEBor more information about the sefegistration process, refer to

Chapter 2
SeltRegstration Link https://fiserv.csod.com/selfreg/reqister.aspx?c=authenticare

2. Lodn Page; TheLogn page link leads tavhere users can access the systieyn
enteringthe email andpasswordusedin the seltregistrationprocessFor moe
information about logging into Xchange, refer@Gbapter 3.1
Xchange Logitink https://fiserv.csod.com/client/fiserv/default.aspx
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Theselfregistrationprocess is the first step to getting started with Xchange. A newmsist
complete theself-registrationform onlineprior to receiving access to Xchange. Once the self
registration process is complete, an AuthentiCare Xchadgan will review the submitted
profile and approve the user registratiovithin two business day After the approval of the
registration request, an email will be sent to notihe userthat they have access to Xchange

2.1 SelfRegistrationinformation

Theself-registrationform collectsuser
information toregisterfor XchangeAn SR
asterisk (*) identifiesequired fields. *Last Name

* Email Address:

Theform requiresthe following information:

Location: )

ﬂ F||'St Namé * Agency Name
 Last Nam& i
9 Email Address ¢ usethe same emalil - ob Poston

addresausedto loginto AuthentiCare.

1 Locationc the time zoneof the user

completing the registration. . ’ d e el
lew passwort
1  Agency Namg ¢ the title of the « Conim password
businessvhere the user workdf the .
user identified as selfiirected, the o R
™
user should enter the name of the e

agency that manages the financial
aspects of electronic visit verification
(EVV).

NPI¢ this is a required fieldType in the agency NPI or AuthentiCare Provider ID.

e

State* ¢ the state location of the agency.

Job Positior ¢ the role of the user at the provider agendfthe user works with self

A w4 oA - A & L oA =

1 New Password ¢ must comply with the password guidelines outlined on Bedf
Registratiorpage.

1  Confirm Passwortl¢ must comply with the password guidelines outlined on 8edf
Registratiorpage.

@ Note: The reCAPTHA 2 NJ a L QY VYigréquired thi@mEeteand F A ¢
submit theXchange selfegistrationform.
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3.1Logn Page fecemerene Xchange @ Fiserv

Once aXchangedmin grants approval to a new user,
the usercango directly to theXchangd.ogn page to
access all the trainingblote that the link to theLogin
page is different than the setkegistration link; the
Lodn pagelink can be found with the hyperlink.

The image to the right is a view of tikehangd.ogn
page.The email and password used to log in are the
same used in the setegistration process

For assistance with logging iogntact the AuthentiCare

Help Desk800-441-4667). v I

Forgot Password? Click Here:

If you do not have a login and are a Fiserv client, please contact your Fiserv
Business Partner, Client Partner, or Service Partner for assistance.

3.2 Welcome Page

Once a new usedrtas successfully logged into Xchajthe system will automaticallgoto the
Xchange Welcomgage as seen below.

0%@@@

Browse Catalog My Transcript Leaming Search Events Calendar Additional Resources
My Training Welcome to Fiserv Xchange Featured Training (Click here for full list)
Due
Type Date S1WS Action Looking to gain valuable, professional insights and training?
Fiserv is here for you.

AuthentiCar

Proggar Provider in s Fiserv Xchange is a comprehensive, easy-to-navigate, learning

FMSAAnnUal Training  Cumicuium None. pyoggge Open Cumiculum managament ool that allws users t regisarfor courss and

(2021-2022) complete e 4 ummg biective Whalh ryou lnokl gm review

your learning history, regist ter for int
Lericates of completion Xchlnge o a condu 1o manng a
rewarding knowledge experience

has to offer.

View transcript
(0 approved training selection(s))
(Registered for 1 training selection(s))

There are several linksund on the XchangéVelcomepage Some of the links are found in
circles at the top of th&Velcomepage these links are described below
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Browse CatalogOne 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 Searchrhis is the recommended way for users to search
for training and materials.

Events CalendarA calendar of live and scheduled training events.

Additional ResourcesA page with the contact information for the
AuthentiCare Support Team.

Oe60600

Other functionalities are found in square pods at the bottom of telcomepage these pods
are described below

M WA location that displays any trainings the
y user is currently active on or has been
UETAIE assigned.

WA place to view transcripts.

Featured w A place where new or unopened training
Training and curricula can be found.
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3.3 Navigation Menu

The Navigation Mnu is locatedat the top left corner of the screehere are two tabsiome
andLearning.Under each tab, there are multiple clickable pages.

T

¢

The trainingrelated pagegound under each talare definedin the tablesbelow.

Home
Home Learning
Welcome Takes the user back to the Xchange - e
Welcome
Welcomepage \
\
Schedule Tasks Tab not used at thisme. el \
Universal Profile Takes the user to a consolidated view ( Universal Profile

their personal information .

Learning

View Your Transcript Takes the user to the transcript page Learning

with view of active and completed View Your Transcript

trainings N,
. Events Calendar \.
Event Calendar Takes the user ttraining calendar page
for upcoming and past sessions. | Browse for Training
Browse for Training ' Takes the user to a browse page that A IN\

shows all available trainings.
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On-demand training resources are available to users at any firhes. section outlines how to
view recaded and printabletrainingresources.

4.1 WatchRecordedTrainingVideos

There are several ways to find AuthentiCare training materials in Xchange, but the easiest way
is throughdLearning Searéh To find training materials, complete the following steps:

1. Loginto Xchange.
2. On theWelcomepage, clickearning SearchirhelLearning Searcécreen appears

Learning Search

3. Findthe trainingyou would like to opemnd dick thename of the training

Learning Search

Filters Reset 34 Results )  Event Calendar
DURATION Vi
TYPE v
Caregiver Manual User Manual IVR Instruction Sheet

MODALITY v
SUBJECT v K ‘ :

Material V il 13| M.
RATING G AuthentiCare AuthentiCare AuthentiCare AuthentiCare
PROVIDER v

SHOW ONLY MOBILE ENABLED

4. Clik Launchto open the training material.
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> ¢ Note: If an annual training requirement needs to be fulfilled, open
D and complete the annual training curricula instead of watching W
individual training videos. Curricula are denoted by a stacked boc .~
icon, as seen tthe right.

Toopen an annual training curriculyrolickOpenCurriculumand then click
Launchon the first training material at the top of the page.

Open Curriculum ~v

AuthentiCare - Getting Started
> Status : In Progress  Due : No Due Date  Training Hours : 16 min N

AuthentiCare Getting Started Video

AuthentiCare - Register and Deactivate Users

> Status : Pending Prior Training  Due : No Due Date  Training Hours : 11 min
AuthentiCare Register and Deactivate Users Video

@ 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.
5. If applicable, ace the training is completed, clibkark Complete

¢ Mark Complete

4.2 Finding AvailableéPrintable Training Resources
To findprintabletraining materials, complete the following steps:

1. Loginto Xchange.
2. On theWelcomepage, click_earning SearchirhelLearning Searcécreen appears

Learning Search

3. Findthe trainingyou would like to open andick thename of the training
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Learning Search

Filters Reset 34 Results [E) Event Calendar
DURATION v
TYPE v
IVR Instruction Sheet
MODALITY v
SUBJECT v
| Mat A | M |
RATING G AuthentiCare AuthentiCare AuthentiCare AuthentiCare
PROVIDER v

SHOW ONLY MOBILE ENABLED

4. Clik Launchto open the training material.

Launch ~ ‘

@ 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.

5. If applicable, once the training is completed, cli¢drk Complete

Mark Complete v ‘
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Live training is delivered virtually by a professional AuthentiCare traimesal time The
section below outlinetiow to registerand attendlive trainingsessions

@ Note: For more information on how tatilize accessibilityeatures please refer

to the link below.

https://help.webex.com/enus/article/krcq8ab/WebexT rainingAce@ssibility
Features

5.1Registemg for LiveTraining

Toregistera live trainingsession complete the following steps:

1.
2.

Loginto Xchange.
On theWelcomepage, clickevents CalendaTheEvents Calendarcreen appears

Events Calendar

Find the live training in th&vents Calendand click the training link to attend.

AuthentiCare -

Provider Agency
Trainin
®2:00 PM EDT - Virtual

ClickRequestto register for the training session
When you successfully request to attend the session, a notice will populate on the
bottom of thescreenin black

You have successfully requested

When successfully registered, tReequestbutton is replaced withLaunch

S

@ Note: If you click.aunchbefore the session has started, you will see the mess

below.

You may not enter the webcast meeting until 60 minutes prior to the start of the meeting.
Please come back in: 2 day(s) 20 hour(s) 10 minute(s)
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> § 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.

Sorry, the meeting or session has not
yet been started by the host, or it has
already ended.

5.2 Attending Live Training

Toattend a livetraining session complete the following steps:

1. When itis time to attend the session, cliekents Calendar

Events Calendar

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

AuthentiCare -
Provider Agency
Trainin

®2:00 PM EDT - Virtual

3. ClickLaunchto attend training.

Launch v ‘

@ Note: If you clickaunchbefore the session has started, you will see the mess
below.

You may not enter the webcast meeting until 60 minutes prior to the start of the meeting.
Please come back in: 2 day(s) 20 hour(s) 10 minute(s)

@ 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 hasaguinyet.

Sorry, the meeting or session has not
yet been started by the host, or it has
already ended.

4. ClickRun a temporary applicatiomt the bottomof the page
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5. Doubleclickthe file nameor clickOpen Fileto open the training session

6. ClickRunto open the training session.

7. Select your audio preferences.
1 To use your computer for audio, cli€lall Using Computer
1 To use your phone for audio, clickse PhoneType in your phone number and
then clickCall Me The system will call your phone with the training session
audio.
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